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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing Statement:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Any U.S. citizen may apply. 

NOTE: This announcement will remain open through 11:59 PM Eastern time on the day the 75th application is received (all applications
received on that day will be considered), or 11:59 PM Eastern time on the closing date, whichever comes first.

Public Trust - Background Investigation

Permanent

Permanent

Earth Day is every day at EPA! Come help us protect the environment! Our diverse workforce connects to more than just a career-we share a
common passion to promote a cleaner, healthier environment.  Discover how exciting safeguarding our natural resources and protecting
human health can be.  We consistently rank as one of the top Federal agencies in which to work, with great benefits and work flexibilities.
Find yourself at EPA.  See more about us here:  http://www.epa.gov.

  
This position is located in the Office of Administrator and Resources Management, Immediate Office, Office of Administrative Law Judges,
Washington, D.C. 
For more information on this office, visit their website:  http://intranet.epa.gov/OARM/index.html.   

 

No

No

Back to top

Duties

You will:  
-Review and analyze case files, motions, and other submissions from parties and makes recommendations to the Administrative Law Judges (ALJs); 
-Prepare orders, memoranda, templates, and written correspondence for ALJs; 
-Use computerized legal research systems including Lexis, Westlaw, and federal government websites to obtain and draft legal analyses of statutory provisions, regulatory
provisions, decisions of courts and administrative tribunals, and policy documents; 
-Manage the administrative work of the ALJs including preparing index of hearing transcripts, Certificates of Service, monthly case status reports, arranges travel and courtrooms,
etc. 

When entering a Federal job at a grade level lower than the highest promotion potential level, you may be promoted to more complex duties and work more independently, as your
career progresses.

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

CI-OARM-DE-2015-0018

Environmental Protection Agency

Paralegal Specialist

06/11/2015 - 06/17/2015

Format MM/DD/YYYY

GS - 0950 11

USD $63,722 - USD $82,840

Full-time - Full-time

GS-12

No

Cathy Little 
513-569-7700 
little.catherine@epa.gov

MANY in Washington DC, DC, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=59095&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=59095&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=59095&orgId=1
http://intranet.epa.gov/OARM/index.html
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits URL:

Other Information:

How to Apply:

Required Documents:

Back to top

Qualifications and Evaluations

This position is designated as Low Risk and requires a background investigation. Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation.

If you are selected, a pre-employment background check is required.
You must submit resume and required documents (See How to Apply).
Position has portable work and selectee may be eligible to telework.
You must be a U.S. citizen.
You may be required to travel 1 to 5 days per month.

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
 However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-11 level, you need to have at least one year of full time experience defined as assisting ALJ’s in preparing orders,
drafting written and oral correspondence, and drafting memoranda for review - OR Ph.D. or equivalent doctoral degree; or 3 full years of
progressively higher level graduate education leading to such a degree; or LL.M., in any academic discipline. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas: 1) Knowledge of legal processes
(administrative litigation, Alternative Dispute Resolution (ADR), and environmental law); 2) Skill in oral communication; 3) Skill in analyzing
issues of fact and law; 4) Skill in written communication; 5) Ability to perform legal research; 6) Ability to manage and priortize the work of a
lead or supervisor.

Back to top

Benefits and Other Info

Review our Benefits

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

If you have part-time work experience, read this: http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility. 

This position is in the bargaining unit.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.   To be considered, you must submit a complete application package by
11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement.  You must provide complete application materials by the closing date of this announcement. 

For detailed instructions to assist you in ensuring your application 
package is received, go to 
http://epa.gov/ohr/ezhire/vacancy_requirements.htm.

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   
--Responses to the on-line assessment questionnaire 

https://help.usajobs.gov/index.php/Pay_and_Benefits
http://epa.gov/ohr/ezhire/vacancy_requirements.htm
http://epa.gov/ohr/ezhire/vacancy_requirements.htm
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Next Steps:

-- College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy, VA Letter, and SF-15, if applicable; active duty military submit statement of
service from commanding officer documenting dates of active duty and any campaign medals/badges; include character of service. 
--Displaced Federal employees under ICTAP/CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 

Additional information can be found on our web site: http://epa.gov/ohr/ezhire/vacancy_requirements.htm

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://www.monstergovernmentsolutions.com/
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing:

Summary:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Current permanent EPA employees in the Office of Administration and Resource Management, Office of Grants and Debarment with
competitive status and CTAP eligibles. 

  

  

  

  

  

  

  

 

Public Trust - Background Investigation

Permanent

Permanent

About the Agency

Earth Day is every day at EPA! Our diverse workforce connects to more than just a career—we share a common passion to promote a
cleaner, healthier environment.  We consistently rank as one of the top Federal agencies in which to work, with great benefits and work
flexibilities  Find yourself at EPA. 

This position is located in Office of Administration and Resource Management, Office of Grants and Debarment, Suspension and Debarment
Division, in Washington, DC.  For more information on this office, visit their website: http://www.epa.gov/oarm 

NOTE:   THIS SELECTEE FOR THIS POSITION MAY REMAIN IN THEIR CURRENT DUTY LOCATION AND WILL NOT BE REQUIRED

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

CI-OARM-MP-2014-0038

Environmental Protection Agency

Paralegal Specialist

04/24/2014 - 05/07/2014

Format MM/DD/YYYY

GS - 0950 12

USD $69,497 - USD $106,955

Full-time - Full-time

GS-12

No

Michelle Bullock-Smith 
513-569-7825 
bullock-smith.michelle@epa.gov

1 in Location Negotiable After
Selection, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=57550&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=57550&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=57550&orgId=1
http://www.epa.gov/
http://www.epa.gov/
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Supervisory Position:

Relocation Expenses
Reimbursed:

Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

TO RELOCATE.  
  
The salary will be commensurate with the duty location. 

  

  

  

  

 

No

No

Back to top

Duties

You will: 
-Search legal cases, precedents, statutes, regulations, preambles, and governing policy using any and all tools available. 
-Analyze case documents for possible patterns and trends relevant to litigation and make recommendation of whether proposed action is consistent with prior cases and
debarment. 
-Prepare Action Referral Memoranda other appropriate summary of findings to support conclusions reached, setting forth facts and issues researched and all applicable authority. 
-Conduct the review, coordination and recommendation of assigned suspension and debarment case referrals and recommendations to determine and propose compliance action
necessary to protect the public interest and integrity of EPA programs. 
-Conduct investigations of alleged misconduct related to suspension and debarment actions where EPA is acting as lead agency. 
-Conduct witness interviews, analyze findings and makes recommendations in the decision making process upon completion of the investigation. 

  

 

Back to top

Qualifications and Evaluations

If you are selected, you will be required to complete a Confidential Financial Disclosure Form prior to your first day of employment and
annually thereafter.   

This position is designated as Moderate Risk and requires a background investigation. Unless an appropriate background investigation is
already on record with the Office of Personnel Management, you must undergo a background investigation. 

You must meet time in grade requirements no later than 30 calendar days after the closing date of this announcement. 

 

You must be a U.S. citizen.
You must submit resume and required documents (See How to Apply).
Position has portable work and selectee may be eligible to telework.
If you are selected, a pre-employment background check is required.

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address
the knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will
be further evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure
the degree to which your background matches the requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification  requirements. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities
(KSAs). However, your resume should clearly show possession of these competencies.  

 

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-12 level, you need to have at least one year of full time experience defined as having the ability to investigate information
to support recommended actions, interpret and apply case law and agency regulations to cases in litigation. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas: 
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Benefits URL:

Agency Benefits:

Other Information:

How to Apply:

Required Documents:

Next Steps:

-Knowledge of general law and the interrelations of laws and decisions across media areas. 

-Knowledge of the legal aspect of environmental statutes or media area, including such complexities as corporate successor liability and
complex structures suspension and debarment regulations. 

-Knowledge of issues involving corporate successor liability; complex corporate structures and bankruptcy law. 

-Knowledge of the suspension and debarment regulations and regulations administered by the Office. 

-Knowledge of legal references, Headquarters directives, precedent decisions, court decisions, and opinions of the suspensions and
debarment program. 

-Skill in interviewing following leads, researching, records, and preparing reports summarizing findings of investigations or compliance
reviews, and preparing link analyses. 

Back to top

Benefits and Other Info

Review our Benefits

Benefits will not change for current permanent EPA employees.

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

If you have part-time work experience, read this  http://epa.gov/ohr/ezhire/vacancy_requirements.htm 

Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional information
http://epa.gov/ohr/ezhire/vacancy_requirements.htm 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA. Any travel, transportation, and relocation expenses
associated with reporting to work in this position will be your responsibility. 

This position is in the bargaining unit.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.  To be 
considered, you must submit a complete application package by 11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement. You must provide complete 
application materials by the closing date of this announcement. 

For detailed instructions to assist you in ensuring your application package is received, go to
http://epa.gov/ohr/ezhire/vacancy_requirements.htm

Documents to be submitted on-line: 

-Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   
-Responses to the on-line assessment questionnaire. 

-Displaced Federal employees under CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 
-Current EPA Employees:  You are encouraged to submit a Notification of Personnel Action (SF-50).  If you fail to provide an SF-50, we will
access your Federal employment records in e-OPF to verify your eligibility to be considered. If your eligibility for consideration cannot be
determined, your application will be rated ineligible. 

If you want to know more about submitting documentation to our office, visit EPA's web site:
http://epa.gov/ohr/ezhire/vacancy_requirements.htm

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

http://www.epa.gov/
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Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://www.monstergovernmentsolutions.com/
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Travel Required:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Any U.S. citizen may apply.

Public Trust - Background Investigation

Permanent

Permanent

About the Agency

Earth Day is every day at EPA! Our diverse workforce connects to more than just a career-we share a common passion to promote a cleaner,
healthier environment. We consistently rank as one of the top Federal agencies in which to work, with great benefits and work
flexibilities. Find yourself at EPA.  

This position is located in Region 5, Office of Regional Counsel, Multi-Media Branch I, Section III located in Chicago, IL. 

EXCEPT UNDER SPECIAL CIRCUMSTANCES, A NEW GS EMPLOYEE WILL BE HIRED AT STEP ONE OF THE APPLICABLE GS
GRADE.

No

No

Occasional Travel
May be required to travel 1-5 days per month.

Back to top

Duties

You will: 

- Conduct legal research, search legal cases, precedents, statutes, legislative history, regulations and governing policy using any and all tools available. Prepare memoranda
summarizing research results. Develop and maintain working knowledge of agency databases and online resources. 

- Prepare legal documents, i.e. memoranda of law, interrogatories, motions to produce, complaints, consent orders, for judicial and administrative proceedings under all statutes.
Prepare routine correspondence, FOIA responses and bills. 

- Assist attorneys with settlement efforts, negotiations and case resolution. Arrange for and may attend and participate in settlement conferences, meetings and phone calls
involving defendants, potential defendants, and their legal counsel. 

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

CI-R5-DE-2015-0037

Environmental Protection Agency

Paralegal Specialist

08/03/2015 - 08/07/2015

Format MM/DD/YYYY

GS - 0950 09

USD $53,041 - USD $68,950

Full-time - Full-time

GS-12

MANY Vacancies in 

No

Diane J. Fox 
513-569-7061 
fox.diane@epa.gov

Chicago, IL, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=59310&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=59310&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=59310&orgId=1
http://www.epa.gov/
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits URL:

Agency Benefits:

Other Information:

- Prepare synopses or other analyses of evidence, discussions, and meetings directed toward settlement. Assist in coordinating finalization of consent decrees, drafting and
publication of Federal Register public notices and responses to questions raised during public notice comment periods. Prepare meeting agendas and coordinate developmetn and
distribution of documents. 

-Assist attorneys with preparing cases for trial or hearing by assembling all documentary evidence, coordinating it with witness testimony and integrating it into a trial notebook.
Travel to sites to assist in discovery document reviews and monitors on site discovery review by counsel for defendants. 

- Assist attorneys with case file and document management. Manage inforamtion and documents using Microsoft and other available tools. 

Back to top

Qualifications and Evaluations

This position is designated as Low Risk and requires a background investigation. Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation. 

If you are selected, you must complete a one year probationary period.

You must submit resume and required documents (See How to Apply Tab)
This position has portable work and may be eligible to telework.
You must be a U.S. citizen.
If you are selected, a pre-employment background check is required.
EPA and non-EPA applicants must submit transcripts/course listings.

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position. You are being evaluated under the category rating method which means, if
you are determined to be qualified, you will be placed into the Best Qualified, Well Qualified, or Qualified Category. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE: We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-09 level, you need to have at least one year of full time experience defined as assisting attorneys in litigation and/or
negotiations; preparing various legal documents and correspondence OR master's or equivalent graduate degree; OR 2 full years of
progressively higher level graduate education leading to such a degree; OR LL.B. or J.D., if related; degree in any academic discipline. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas: 

1. Skill in conducting research and investigative activities. 

2. Skill in legal writing. 

3. Knowledge of litigation procedures. 

4. Ability to conduct interdependent on-site review of defendant's files and interviews with witnesses. 

5. Skill in managing documents. 

Experience refers to paid and unpaid experience, including volunteer work done through National Service programs (e.g., Peace Corps,
AmeriCorps) and other organizations (e.g., professional; philanthropic; religious; spiritual; community, student, social). Volunteer work helps
build critical competencies, knowledge, and skills and can provide valuable training and experience that translates directly to paid
employment. You will receive credit for all qualifying experience, including volunteer experience.

Back to top

Benefits and Other Info

Review our Benefits

Join EPA in protecting human health and the environment and enjoy many work life quality options! Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System. The following Web addresses are provided for your reference to explore the major benefits
offered to most Federal employees. To find out more visit  
Benefits.  To learn more about us, visit Life and Careers at EPA.

Are you a Displaced Federal Employee? If so, please read the Required Documents and visit the EPA website for additional information
http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 
This information is used to determine your qualifications for employment. The use of this information is authorized under Title 5 USC, Sections
3302 and 3361. 

https://help.usajobs.gov/index.php/Pay_and_Benefits
http://www.usajobs.gov/ResourceCenter/Index/Interactive/Benefits#icc
http://www.epa.gov/careers/
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How to Apply:

Required Documents:

Next Steps:

This position is in the bargaining unit. 

If you have part-time work experience, read this:  (http://epa.gov/ohr/ezhire/vacancy_requirements.htm) 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA. Any travel, transportation, and relocation expenses
associated with reporting to work in this position will be your responsibility. 

EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information http://epa.gov/ohr/ezhire/vacancy_requirements.htm.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire. To be considered, you must submit a complete application package by
11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement. You must provide complete application materials by the closing date of this announcement. 

For detailed instructions to assist you in ensuring your application package is received, go to 
http://epa.gov/ohr/ezhire/vacancy_requirements.htm.

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   
--Responses to the on-line assessment questionnaire 
--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy, VA Letter, and SF-15, if applicable; active duty military submit statement of
service from commanding officer documenting dates of active duty and any campaign medals/badges; include character of service. 
--Displaced Federal employees under ICTAP/CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 

Additional information can be found on our web site: http://epa.gov/ohr/ezhire/vacancy_requirements.htm

You can track the progress of your application package via your USAJobs account. You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package. You will be contacted if further evaluation or interviews are required. Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration. We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education. If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://epa.gov/ohr/ezhire/vacancy_requirements.htm
http://www.monstergovernmentsolutions.com/
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is located in Region 5, O�ice of Regional Counsel, Multi-Media Branch 1, Section 3,
Chicago, IL.  For more information on this o�ice, visit their website:  Region 5 Webpage 

If selected, you must work at the location stated in this announcement.

Except in special circumstances, those new to the federal government will be hired at the
starting salary (step 1) of the applicable grade range listed above.

One or more positions may be filled.

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 07/13/2018 to 07/19/2018

Salary
$45,703 - $72,677 per year

Pay scale & grade
GS 07 - 09

Location

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/504959300
https://www.epa.gov/aboutepa/epa-region-5
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Chicago, IL
FEW vacancies

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Occasional travel - You may be required to travel 1 to 5 days per month.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Announcement number
CI-R5-DE-2018-0009

Control number
504959300

T H I S  J O B  I S  O P E N  T O

The public

 Help

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/public/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
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U.S. Citizens, Nationals or those who owe allegiance to the U.S.

Duties
At the entry level of this position, you will:

-Conduct legal research on a variety of legal issues routinely encountered in environmental legal
work.  Incumbent searches legal case, statues, legislative history, regulations, and governing
policy, using standard techniques and methods. 

- Prepare legal documents, i.e., memoranda of law, interrogatories, motions to produce,
complaints, consent orders, for the more routine judicial and administrative proceedings under
all statutes as assigned by supervisor.

-Prepare and organize trial exhibits, as required, such as statistical charts and photographic
exhibits.

When entering a Federal job at a grade level lower than the highest promotion potential level,
you may be promoted to more complex duties and work more independently, as your career
progresses.

Who May Apply

This job is open to…

U.S. Citizens

Questions? This job is open to 1 group.

 Help

Requirements
Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must be a U.S. citizen.

 Help

https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/public/
javascript:void(0);
https://www.usajobs.gov/Help/how-to/job-announcement/duties/
https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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• You must submit a resume and required documents (see How to Apply section).

This position is designated as Low Risk and requires a background investigation.  Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation.

Qualifications

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as
described below: 

To qualify for the GS-07 level, you need to have at least one year of full-time experience
equivalent to the GS-05 level defined as : Experience in conducting interviews with potential
witnesses, dra�ing reports and legal briefs, and knowledge of various word processing
so�wares; - OR 1 full year of graduate level education; or superior academic achievement
(Superior Academic Achievement Definition) degree in an academic discipline related to this
position. 

To qualify for the GS-09 level, you need to have at least one year of full-time experience
equivalent to the GS-07 level defined as: Experience in conducting interviews with potential
witnesses, dra�ing reports and legal briefs, knowledge of various word processing so�wares and
conducting research on various legal issues; - OR master's or equivalent graduate degree; or 2
full years of progressively higher level graduate education leading to such a degree; or LL.B. or
J.D., if related; degree in an academic discipline related to this position. 

Your answers to the on-line assessment will be used to evaluate your competencies in the
following areas:

-Ability to conduct variety of legal research.

-Prepare legal documents as assigned by Supervisor employing strong writing skills.

-Knowledge of trial preparation and evidence.

-Knowledge of legal citation rules and legal research databases.

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,

https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-policies/#e4f


11/29/21, 11:56 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/504959300 5/11

professional; philanthropic; religious; spiritual; community, student, social). Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment. You will receive credit for all qualifying
experience, including volunteer experience.

Additional information

Read more

Benefits

Are you a Displaced Federal Employee?  If so, please read the Required Documents section and
visit the EPA website for additional information: EPA Announcement Policies and Procedures

EPA participates in E-Verify E-Verify is an Internet based system operated by the Department of

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position.  You are being evaluated under the category rating method which
means, if you are determined to be qualified, you will be placed into the ‘Best Qualified’, ‘Well
Qualified’, or ‘Qualified’ category. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements.  If you are referred for consideration, you may be subject to
additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to
as Knowledges, Skills, and Abilities (KSAs).  However, your resume should clearly show
possession of these competencies.

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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To preview questions please click here.

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to be submitted online: 

--Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and
specific.  We may not make assumptions regarding your experience.   
--Responses to the online assessment questionnaire.
--College transcripts - if qualifying for this position based on education or a combination of
experience and education, you are required to submit either uno�icial transcripts or a list of
courses that includes school(s) attended, school address, course title, grades earned,
completion dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of
service), VA letter stating overall/combined disability rating (percentage), and SF-15, if
applicable; active duty service members:  submit certification from the armed forces
documenting active duty dates, expected discharge/release date, campaign medals/badges,
and character of service (a certification is any written document from the armed forces that
certifies you are expected to be discharged/released from active duty service in the armed forces
under honorable conditions within 120 days a�er you submit the certification). 
--Displaced Federal employees under ICTAP/CTAP:  copy of your most recent performance
appraisal, proof of eligibility, and your most current SF-50 noting position, grade level, tenure,
and duty station. 

Additional information can be found on our website:  EPA Announcement Policies and
Procedures.

 Help

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=62796
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

Agency contact information

 Gwen Huggins

Phone

513-569-7755

http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
tel:513-569-7755
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Next steps

Fax

513-569-7826

Email

huggins.gwen@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources O�ice  
26 West Martin Luther King Drive  
Cincinnati, Ohio 45268 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period

mailto:huggins.gwen@epa.gov
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/


11/29/21, 11:56 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/504959300 9/11

 Print

This job announcement has closed

Signature and false statements
Privacy Act
Social security number request

Reviewing applications

Open & closing dates
 07/13/2018 to 07/19/2018

Salary
$45,703 - $72,677 per year

Pay scale & grade
GS 07 - 09

Location

Chicago, IL
FEW vacancies

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Occasional travel - You may be required to travel 1 to 5 days per month.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service

Promotion potential
12

Job family (Series)

 Help

https://www.usajobs.gov/GetJob/PrintPreview/504959300
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Return to top

0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Announcement number
CI-R5-DE-2018-0009

Control number
504959300

 Account

Home

Profile

Documents

Saved jobs

Saved searches

 Help

Help center

About USAJOBS

FAQs

Get started

How to…

javascript:void(0);
https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Applicant/Profile/Dashboard
https://www.usajobs.gov/Applicant/Profile/
https://www.usajobs.gov/Applicant/Document/Resumes
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
https://www.usajobs.gov/Help/
https://www.usajobs.gov/Help/About/
https://www.usajobs.gov/Help/faq/
https://www.usajobs.gov/Help/Get-Started/
https://www.usajobs.gov/Help/how-to/
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USAJOBS is a United States O�ice of Personnel Management website.

   

EEO Policy Statement

Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Privacy Policy

USA.gov

Working in government

https://www.opm.gov/
https://www.facebook.com/USAJOBS
https://www.linkedin.com/company/usajobs
https://twitter.com/USAJOBS
https://www.youtube.com/user/usajobsapp
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/preference/
https://www.usajobs.gov/Help/legal-and-regulatory-guidance/
https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
http://www.usa.gov/
https://www.usajobs.gov/Help/working-in-government
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is located in Region 5, O�ice of Regional Counsel, Multi-Media Branch 2, Section 3,
Chicago, IL.  If selected, you must work at the location stated in this announcement. About
Region 5:  Region 5 

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 12/23/2019 to 12/27/2019

Salary
$46,554 - $74,024 per year

Pay scale & grade
GS 07 - 09

Location
1 vacancy in the following location:

Chicago, IL
1 vacancy

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/555024600
https://www.epa.gov/aboutepa/epa-region-5
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Telework eligible
Yes—as determined by the agency policy.

Travel Required
Occasional travel - You may be required to travel 25% of each month.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Position sensitivity and risk
Non-sensitive (NS)/Low Risk

Trust determination process
Suitability/Fitness

Announcement number
CI-R5-DE-2020-0010

Control number
555024600

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
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T H I S  J O B  I S  O P E N  T O

The public
U.S. Citizens, Nationals or those who owe allegiance to the U.S.

Clarification from the agency
U.S. Citizens

 Help

Duties
At the entry level of this position, you will:

-Search for and summarize relevant articles in trade magazines, law reviews, published studies,
financial reports, and similar materials for use of attorneys in the preparation of opinions, briefs,
and other legal documents. 

-Prepare digests of selected decisions or opinions which incorporate legal references and
analyses of precedents involved in areas of well-defined and settled points of law.

-Prepare and organize trial exhibits, as required, such as statistical charts and photographic
exhibits.

-Verify citations and legal references on prepared legal documents.

When entering a Federal job at a grade level lower than the highest promotion potential level,
you may be promoted to more complex duties and work more independently, as your career
progresses.

 Help

Requirements
Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must be a U.S. citizen.

• You must submit a resume and required documents--see How to Apply section.

• EPA and non-EPA applicants must submit transcripts/course listings.

 Help

https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/public/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
https://www.usajobs.gov/Help/how-to/job-announcement/duties/
https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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This position is designated as Low Risk and requires a background investigation.  Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation.

If you are selected, you may be required to complete a one-year probationary period.

Qualifications

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as
described below: 

To qualify for the GS-07 level, you need to have at least one year of full-time experience
equivalent to the GS-05 level defined as experience in conducting interviews with potential
witnesses, dra�ing reports and legal briefs, and knowledge of various word processing
so�wares; - OR 1 full year of graduate level education; or superior academic achievement
(Superior Academic Achievement Definition) degree in an academic discipline related to this
position - OR an equivalent combination of education and experience. 

To qualify for the GS-09 level, you need to have at least one year of full-time experience
equivalent to the GS-07 level defined as experience in conducting interviews with potential
witnesses, dra�ing reports and legal briefs, knowledge of various word processing so�wares and
conducting research on various legal issues; - OR master's or equivalent graduate degree; or 2
full years of progressively higher level graduate education leading to such a degree; or LL.B. or
J.D., if related; degree in an academic discipline related to this position - OR an equivalent
combination of education and experience. 

Your answers to the on-line assessment will be used to evaluate your competencies in the
following areas:

-Knowledge of legal reference sources and commonly used legal research procedures and
methods.

-Ability to locate, analyze, and prepare reports on pertinent statutes, court decisions, legal
opinions, and other legal documents.

-Ability to identify the factual and legal issues and the relevant evidence to prepare summaries
of precedent cases, interviews, and related case material for the attorney's use.

https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-policies/#e4f
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-Ability to use legal reference sources and legal research procedures and methods su�icient to
locate, analyze, and prepare reports on pertinent statutes, court decisions, legal opinions, and
other legal documents.

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional, philanthropic, religious, spiritual, community, student, social).  Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment.  You will receive credit for all qualifying
experience, including volunteer experience.

If you have part-time work experience, read this:  EPA Announcement Policies and Procedures.

Additional information

Read more

Benefits

Are you a Displaced Federal Employee?  If so, please read the Required Documents section and
visit the EPA website for additional information: EPA Announcement Policies and Procedures

EPA participates in E-Verify E-Verify is an Internet based system operated by the Department of

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position.  You are being evaluated under the category rating method which
means, if you are determined to be qualified, you will be placed into the ‘Best Qualified’, ‘Well
Qualified’, or ‘Qualified’ category. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements.  If you are referred for consideration, you may be subject to
additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to
as Knowledges, Skills, and Abilities (KSAs).  However, your resume should clearly show
possession of these competencies.

To preview questions please click here.

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to be submitted online: 

--Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and
specific.  We may not make assumptions regarding your experience.

--Responses to the online assessment questionnaire (you must complete this online - it is not a
document you need to upload).

--College transcripts - if qualifying for this position based on education or a combination of
experience and education, you are required to submit either uno�icial transcripts or a list of
courses that includes school(s) attended, school address, course title, grades earned,     
completion dates, department, and quarter or semester hours earned.  NOTE:  O�icial
educational transcripts are not required at the time of application; however, if you are selected,
you must provide o�icial transcripts before you start work with EPA.

 Help

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=65620
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of
service), VA letter stating overall/combined disability rating (percentage), and SF-15, if
applicable; active duty service members:  submit certification from the armed forces
documenting active duty dates, expected discharge/release date, campaign medals/badges,
and character of service (a certification is any written document from the armed forces that
certifies you are expected to be discharged/released from active duty service in the armed forces
under honorable conditions within 120 days a�er you submit the certification).

--Displaced Federal employees under ICTAP/CTAP:  copy of your most recent performance
appraisal, proof of eligibility, and your most current SF-50 noting position, grade level, tenure,
and duty station. 

Additional information can be found on our website:  EPA Announcement Policies and
Procedures.

If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
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Next steps

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

Agency contact information

 Yvonne Tyler

Phone

513-569-7968

Fax

513-569-7826

Email

tyler.yvonne@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources O�ice  
26 West Martin Luther King Drive  
Cincinnati, Ohio 45268 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
tel:513-569-7968
mailto:tyler.yvonne@epa.gov
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 Print

This job announcement has closed

attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

Reviewing applications

Open & closing dates
 12/23/2019 to 12/27/2019

Salary
$46,554 - $74,024 per year

Pay scale & grade
GS 07 - 09

Location
1 vacancy in the following location:

Chicago, IL
1 vacancy

Telework eligible

 Help

https://www.usajobs.gov/GetJob/PrintPreview/555024600
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Yes—as determined by the agency policy.

Travel Required
Occasional travel - You may be required to travel 25% of each month.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Position sensitivity and risk
Non-sensitive (NS)/Low Risk

Trust determination process
Suitability/Fitness

Announcement number
CI-R5-DE-2020-0010

Control number
555024600

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
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Return to top

USAJOBS is a United States O�ice of Personnel Management website.
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Budget and Performance

FOIA

Inspector General

No Fear Act Data

Privacy Policy

USA.gov

https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
http://www.usa.gov/
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is located in Region 5, O�ice of Regional Counsel, Multi-Media Branch 2, Section 3,
Chicago, IL.  If selected, you must work at the location stated in this announcement. About
Region 5:  Region 5 

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 08/05/2020 to 08/11/2020

Salary
$47,965 - $76,274 per year

Pay scale & grade
GS 07 - 09

Location
1 vacancy in the following location:

Chicago, IL
1 vacancy

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/575304500
https://www.epa.gov/aboutepa/epa-region-5
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/


11/29/21, 11:51 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/575304500 2/12

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Occasional travel - You may be required to travel 25% of each month.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

Position sensitivity and risk
Non-sensitive (NS)/Low Risk

Trust determination process
Suitability/Fitness

Announcement number
CI-R5-DE-2020-0031

Control number
575304500

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
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T H I S  J O B  I S  O P E N  T O

The public
U.S. Citizens, Nationals or those who owe allegiance to the U.S.

Clarification from the agency
U.S. Citizens

 Help

Duties
At the entry level of this position, you will:

-Search for and summarize relevant articles in trade magazines, law reviews, published studies,
financial reports, and similar materials for use of attorneys in the preparation of opinions, briefs,
and other legal documents. 

-Prepare digests of selected decisions or opinions which incorporate legal references and
analyses of precedents involved in areas of well-defined and settled points of law.

-Prepare and organize trial exhibits, as required, such as statistical charts and photographic
exhibits.

-Verify citations and legal references on prepared legal documents.

When entering a Federal job at a grade level lower than the highest promotion potential level,
you may be promoted to more complex duties and work more independently, as your career
progresses.

 Help

Requirements
Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must be a U.S. citizen.

• You must submit a resume and required documents--see How to Apply section.

• EPA and non-EPA applicants must submit transcripts/course listings.

 Help

https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/public/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
https://www.usajobs.gov/Help/how-to/job-announcement/duties/
https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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This position is designated as Low Risk and requires a background investigation.  Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation.

If you are selected, you may be required to complete a one-year probationary period.

Qualifications

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as
described below:

To qualify for the GS-07 level, you need to have at least one year of full-time experience
equivalent to the GS-05 level defined as experience in providing assistance to attorneys by
organizing, tracking and preparing complex case and work files including electronic files and
databases; or providing assistance to attorneys for hearings, proceedings, trials, or depositions
by organizing and maintaining exhibits, electronic files or databases; - OR 1 full year of graduate
level education; or superior academic achievement (Superior Academic Achievement Definition)
degree in an academic discipline related to this position 
- OR an equivalent combination of education and experience.

To qualify for the GS-09 level, you need to have at least one year of full-time experience
equivalent to the GS-07 level defined as experience in providing assistance to attorneys by
preparing, tracking and maintaining complex attorney electronic case and database files, and
preparing reports and summaries of pertinent statutes, court decisions, or legal opinions using
legal reference sources, legal research procedures, and checking and using correct legal
citations; or providing assistance to attorneys for hearings, proceedings, trials, or depositions by
preparing, organizing and maintaining exhibits, electronic files or databases; - OR master's or
equivalent graduate degree; or 2 full years of progressively higher level graduate education
leading to such a degree; or LL.B. or J.D., if related; degree in an academic discipline related to
this position - OR an equivalent combination of education and experience.

Your answers to the on-line assessment will be used to evaluate your competencies in the
following areas:

-Knowledge of legal reference sources and commonly used legal research procedures and
methods.

https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-policies/#e4f


11/29/21, 11:51 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/575304500 5/12

-Ability to locate, analyze, and prepare reports on pertinent statutes, court decisions, legal
opinions, and other legal documents.

-Ability to identify the factual and legal issues and the relevant evidence to prepare summaries
of precedent cases, interviews, and related case material for the attorney's use.

-Ability to use legal reference sources and legal research procedures and methods su�icient to
locate, analyze, and prepare reports on pertinent statutes, court decisions, legal opinions, and
other legal documents.

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional, philanthropic, religious, spiritual, community, student, social).  Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment.  You will receive credit for all qualifying
experience, including volunteer experience.

If you have part-time work experience, read this:  EPA Announcement Policies and Procedures.

Additional information

Read more

Benefits

Are you a Displaced Federal Employee?  If so, please read the Required Documents section and
visit the EPA website for additional information: EPA Announcement Policies and Procedures

EPA participates in E-Verify E-Verify is an Internet based system operated by the Department of

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position.  You are being evaluated under the category rating method which

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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means, if you are determined to be qualified, you will be placed into the ‘Best Qualified’, ‘Well
Qualified’, or ‘Qualified’ category. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements.  If you are referred for consideration, you may be subject to
additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to
as Knowledges, Skills, and Abilities (KSAs).  However, your resume should clearly show
possession of these competencies.

To preview questions please click here.

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to be submitted online: 

NOTE:  You should ensure your social security number, date of birth, and any other personal
information are redacted. 

--Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and
specific.  We may not make assumptions regarding your experience.  
--Responses to the online assessment questionnaire (you must complete this online - it is not a
document you need to upload). 

 Help

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=66774
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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--College transcripts - if qualifying for this position based on education or a combination of
experience and education, you are required to submit either uno�icial transcripts or a list of
courses that includes school(s) attended, school address, course title, grades earned,
completion dates, department, and quarter or semester hours earned.  NOTE:  O�icial
educational transcripts are not required at the time of application; however, if you are selected,
you must provide o�icial transcripts before you start work with EPA. 
--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of
service), VA letter stating overall/combined disability rating (percentage), and SF-15, if
applicable (see page 2 of the SF-15 for documents that can be submitted in lieu of the DD-214
and VA letter); active duty service members:  submit certification from the armed forces
documenting active duty dates, expected discharge/release date, campaign medals/badges,
and character of service (a certification is any written document from the armed forces that
certifies you are expected to be discharged/released from active duty service in the armed forces
under honorable conditions within 120 days a�er you submit the certification). 
--Displaced Federal employees under ICTAP/CTAP:  copy of your most recent performance
appraisal, proof of eligibility, and your most current SF-50 noting position, grade level, tenure,
and duty station. 

To learn more about submitting documentation, visit Uploading Documents to USAJOBS.

If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment

https://www.usajobs.gov/Help/how-to/account/documents/upload
http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/


11/29/21, 11:51 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/575304500 8/12

Next steps

questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

Agency contact information

 Yvonne Tyler

Phone

513-569-7968

Fax

513-569-7826

Email

tyler.yvonne@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources O�ice  
26 West Martin Luther King Drive  
Cincinnati, Ohio 45268 
United States

Learn more about this agency

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
tel:513-569-7968
mailto:tyler.yvonne@epa.gov
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This job announcement has closed

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

Reviewing applications

Open & closing dates
 08/05/2020 to 08/11/2020

Salary
$47,965 - $76,274 per year

Pay scale & grade
GS 07 - 09

 Help

https://www.usajobs.gov/GetJob/PrintPreview/575304500
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Location
1 vacancy in the following location:

Chicago, IL
1 vacancy

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Occasional travel - You may be required to travel 25% of each month.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

Position sensitivity and risk
Non-sensitive (NS)/Low Risk

Trust determination process
Suitability/Fitness

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
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USAJOBS is a United States O�ice of Personnel Management website.
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Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Privacy Policy

USA.gov

https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/preference/
https://www.usajobs.gov/Help/legal-and-regulatory-guidance/
https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
http://www.usa.gov/
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Who May Apply/Clarification
From the Agency:

Appointment Type

Appointment Type Details:

Marketing Statement:

Summary:

Supervisory Position:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Students must be currently enrolled and accepted for enrollment in  
the Fall, seeking a degree and taking at least a half-time  
academic course load in an accredited 4 year college or university,  
graduate or professional school.

Temporary

Temporary not-to-exceed 6/4/2011.

Earth Day is every day at EPA! Our diverse  
workforce connects to more than just a career-we  
share a common passion to promote a cleaner,  
healthier environment.  Discover how exciting  
safeguarding our natural resources and  
protecting human health can be.  We consistently  
rank as one of the top Federal agencies in which  
to work, with great benefits and work  
flexibilities. Find yourself at EPA.  See more  
about us here:  http://www.epa.gov.

THIS IS A STUDENT TEMPORARY EMPLOYMENT PROGRAM  
(STEP) POSITION. FOR MORE INFORMATION ON THE PROGRAM, 
PLEASE VISIT: http://www.usajobs.gov/STUDENTS.asp 

Region 5's Mission: 

- Protect human health and preserve natural resources; 
- Prevent and abate pollution to improve the environment; 
- Serve the public with education, innovation, action and results; 
leads the way in restoring and protecting the Great Lakes and all  
Midwestern ecosystems. 

For additional information, please refer to the following website:  
http://www.epa.gov/region 5. 

These positions are located in U.S. Environmental Protection Agency, Region 5 in the Office of Regional Counsel, Front Office in Chicago, IL.

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

CI-R5-OT-2010-0012

Environmental Protection Agency

Paralegal Specialist (Winter Student/STEP), GS-0950-7

10/06/2010 - 10/12/2010

Format MM/DD/YYYY

GS - 0950 07

USD $42,508 - USD $55,264

Full-time - Full-time/Part-Time

GS-07

4 Vacancy in 

No

Diane J. Fox 
513-569-7061 
ci_hrmd-ezhire@epa.gov

Chicago Metro Area, IL

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=1062&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=1062&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=1062&orgId=1
http://www.epa.gov/
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Relocation Expenses
Reimbursed:

Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

No

Back to top

Duties

You will: 

- Verify citations and legal references on prepared legal documents. 

- Prepare digests of selected decisions or opinions which incorporate legal references and analyses of precedents involved in the areas of well defined and settled points of law. 

- Search for and summarize relevant articles in trade magazines, law reviews, published studies, financial reports, and similar materials for use of attorneys in preparation of
opinions, brief and other legal documents. 

These positions have no extramural resources management responsibilities.

Back to top

Qualifications and Evaluations

These positions are designated as Low Risk and  
require a background investigation. Unless an  
appropriate background investigation is already  
on record with the Office of Personnel  
Management, you must undergo a background  
investigation.

You must submit resume and required documents (See How to Apply Tab)
You must be a U.S. citizen.
If selected, must complete an OF-306, Declaration for Federal Employment
Minimum age requirement is 16 years old for clerical positions.

We will review your resume and required documents to ensure you meet the basic qualification requirements.  Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section.  If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment.   

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements.

Applicants must meet the following general experience or education  
requirements. 

GS-7: We are looking for either one full year of graduate-level education OR superior academic achievement OR at least one year of
experience related to this position, comparable to the GS-5 level, as described in any of the examples below: 

1. Prepares summaries of testimony and depositions. 

2. Review case materials to become familiar with questions under consideration. 

3. Drafts & edits memoranda, research reports and correspondence containing legal references. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas:   

1. Ability to understand legal statutes, regulations, precedents and practices. 

2. Ability to prepare summaries for precedent cases, interviews and related case material for attorneys. 

3. Ability to prepare and organize trial exhibits (i.e. statistical charts and photographic exhibits). 

SUBSTITUTION OF EDUCATION FOR EXPERIENCE: 
A combination of post-high school education and  
experience may be used to meet total qualification requirements for  
the grade level(s) specified in this vacancy announcement. The  
combination of education and experience must be  
sufficient to demonstrate that you possess the  
knowledge, skills, and abilities required to  
perform the work for this position.  Only  
education from an accredited college or  
university recognized by the Department of  
Education is acceptable to substitute education  
for experience. For additional information,  
please go to the Office of Personnel Management  
(OPM) and U.S. Department of Education websites  
at - http://www.opm.gov/qualifications/SEC-II/s2- 
e4.asp and http://www.ed.gov/admins/finaid/accred/index.html 
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Benefits:

Other Information:

How to Apply:

Required Documents:

Next Steps:

Your claim of college level education may be  
checked against Federal government and/or  
accrediting organization databases. 

FOREIGN EDUCATION: 
If you earned your degree in a foreign country, you must provide an U.S. equivalency evaluation of your education by a private U.S.
organization (credential evaluation service). 

SUPERIOR ACADEMIC ACHIEVEMENT: 

Superior Academic Achievement is based on: 

1. Class standing -- Applicants must be in the upper third of the graduating class in the college, university, or major subdivision, such as the
College of Liberal Arts or the School of Business Administration, based on completed courses. 

2. Grade-point average (G.P.A) -- Applicants must have a grade-point average of: 3.0 or higher out of a possible 4.0 ("B" or better) as
recorded on their official transcript, or as computer based on 4 years of education, or as computer based on courses completed during the
final 2 years of the curriculum; or 3.5 or higher out of a possible 4.0 ("B+" or better) based on the average of the required courses completed
in the major field or the required courses in the major field completed during the final 2 years of the curriculum. 

3. Election to membership in a national scholastic honor society -- Applicants can be considered eligible based on membership in one of the
national scholastic honor societies listed by the Association of College Honor Societies.

Back to top

Benefits and Other Info

Join EPA in protecting human health and the environment and enjoy many work life quality options!  Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System. The following Web addresses are provided for your reference to explore the major benefits
offered to most Federal employees. To find out more click here http://www.usajobs.opm.gov/ei61.asp.  To learn more about Life and Careers
at EPA click here http://www.epa.gov/careers/

Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional information
http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 

These positions are covered by the bargaining unit.  

EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.   To be considered, you must submit a complete application package by
11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature.   

If you cannot apply on-line, contact the Human Resources Office listed to the right for assistance at least three business days prior to the
closing date of this announcement.  Reasonable accommodations will be provided on a case-by-case basis. 

For detailed instructions to assist you in ensuring your application package is received, go to
http://epa.gov/ohr/ezhire/vacancy_requirements.htm .

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  
--Responses to the on-line assessment questionnaire 
--College transcripts - required to submit either unofficial transcripts or a list of courses that includes grades earned, completion dates, and
quarter or semester hours earned.  
--Veterans' Preference Documents (DD-214, VA Letter and SF-15 if applicable) 
--Displaced Federal employees under ICTAP/CTAP (Provide these documents: copy of your most recent performance appraisal, proof of
eligibility, and your most current SF-50 noting position, grade level, and duty location with your application.) 

Additional information can be found on our web site: http://epa.gov/ohr/ezhire/vacancy_requirements.htm
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Access your USAJobs account to view the status of your application. Information on this process is available on the USAJobs home page
under First Time Visitors.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://www.monstergovernmentsolutions.com/
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Who May Apply/Clarification
From the Agency:

Appointment Type

Appointment Type Details:

Marketing Statement:

Summary:

Supervisory Position:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Students must be currently enrolled and accepted for enrollment in  
the Fall, seeking a degree and taking at least a half-time  
academic course load in an accredited 4 year college or university,  
graduate or professional school.

Temporary

Temporary not-to-exceed 9/30/2011.

Earth Day is every day at EPA! Our diverse  
workforce connects to more than just a career-we  
share a common passion to promote a cleaner,  
healthier environment.  Discover how exciting  
safeguarding our natural resources and  
protecting human health can be.  We consistently  
rank as one of the top Federal agencies in which  
to work, with great benefits and work  
flexibilities. Find yourself at EPA.  See more  
about us here:  http://www.epa.gov.

THIS IS A STUDENT TEMPORARY EMPLOYMENT PROGRAM  
(STEP) POSITION. FOR MORE INFORMATION ON THE PROGRAM, 
PLEASE VISIT: http://www.usajobs.gov/STUDENTS.asp 

Region 5's Mission: 

- Protect human health and preserve natural resources; 
- Prevent and abate pollution to improve the environment; 
- Serve the public with education, innovation, action and results; 
leads the way in restoring and protecting the Great Lakes and all  
Midwestern ecosystems. 

For additional information, please refer to the following website:  
http://www.epa.gov/region 5. 

These positions are located in U.S. Environmental Protection Agency, Region 5 in the Office of Regional Counsel, Front Office in Chicago, IL.

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

CI-R5-OT-2011-0008

Environmental Protection Agency

Paralegal Specialist (Summer Student/STEP), GS-0950-7

03/03/2011 - 03/09/2011

Format MM/DD/YYYY

GS - 0950 07

USD $42,508 - USD $55,264

Full-time - Full-time

GS-07

3 Vacancy in 

No

Diane J. Fox 
513-569-7061 
ci_hrmd-ezhire@epa.gov

Chicago Metro Area, IL

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=10691&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=10691&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=10691&orgId=1
http://www.epa.gov/
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Relocation Expenses
Reimbursed:

Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

No

Back to top

Duties

You will: 

- Verify citations and legal references on prepared legal documents. 

- Prepare digests of selected decisions or opinions which incorporate legal references and analyses of precedents involved in the areas of well defined and settled points of law. 

- Search for and summarize relevant articles in trade magazines, law reviews, published studies, financial reports, and similar materials for use of attorneys in preparation of
opinions, brief and other legal documents. 

These positions have no extramural resources management responsibilities.

Back to top

Qualifications and Evaluations

These positions are designated as Low Risk and  
require a background investigation. Unless an  
appropriate background investigation is already  
on record with the Office of Personnel  
Management, you must undergo a background  
investigation.

You must submit resume and required documents (See How to Apply Tab)
You must be a U.S. citizen.
If selected, must complete an OF-306, Declaration for Federal Employment
Minimum age requirement is 16 years old for clerical positions.

We will review your resume and required documents to ensure you meet the basic qualification requirements.  Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section.  If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment.   

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements.

Applicants must meet the following general experience or education  
requirements. 

GS-7: We are looking for either one full year of graduate-level education OR superior academic achievement OR at least one year of
experience related to this position, comparable to the GS-5 level, as described in any of the examples below: 

1. Prepares summaries of testimony and depositions. 

2. Review case materials to become familiar with questions under consideration. 

3. Drafts & edits memoranda, research reports and correspondence containing legal references. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas:   

1. Ability to understand legal statutes, regulations, precedents and practices. 

2. Ability to prepare summaries for precedent cases, interviews and related case material for attorneys. 

3. Ability to prepare and organize trial exhibits (i.e. statistical charts and photographic exhibits). 

SUBSTITUTION OF EDUCATION FOR EXPERIENCE: 
A combination of post-high school education and  
experience may be used to meet total qualification requirements for  
the grade level(s) specified in this vacancy announcement. The  
combination of education and experience must be  
sufficient to demonstrate that you possess the  
knowledge, skills, and abilities required to  
perform the work for this position.  Only  
education from an accredited college or  
university recognized by the Department of  
Education is acceptable to substitute education  
for experience. For additional information,  
please go to the Office of Personnel Management  
(OPM) and U.S. Department of Education websites  
at - http://www.opm.gov/qualifications/SEC-II/s2- 
e4.asp and http://www.ed.gov/admins/finaid/accred/index.html 
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Benefits:

Other Information:

How to Apply:

Required Documents:

Next Steps:

Your claim of college level education may be  
checked against Federal government and/or  
accrediting organization databases. 

FOREIGN EDUCATION: 
If you earned your degree in a foreign country, you must provide an U.S. equivalency evaluation of your education by a private U.S.
organization (credential evaluation service). 

SUPERIOR ACADEMIC ACHIEVEMENT: 

Superior Academic Achievement is based on: 

1. Class standing -- Applicants must be in the upper third of the graduating class in the college, university, or major subdivision, such as the
College of Liberal Arts or the School of Business Administration, based on completed courses. 

2. Grade-point average (G.P.A) -- Applicants must have a grade-point average of: 3.0 or higher out of a possible 4.0 ("B" or better) as
recorded on their official transcript, or as computer based on 4 years of education, or as computer based on courses completed during the
final 2 years of the curriculum; or 3.5 or higher out of a possible 4.0 ("B+" or better) based on the average of the required courses completed
in the major field or the required courses in the major field completed during the final 2 years of the curriculum. 

3. Election to membership in a national scholastic honor society -- Applicants can be considered eligible based on membership in one of the
national scholastic honor societies listed by the Association of College Honor Societies.

Back to top

Benefits and Other Info

Join EPA in protecting human health and the environment and enjoy many work life quality options!  Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System. The following Web addresses are provided for your reference to explore the major benefits
offered to most Federal employees. To find out more visit Benefits.  To learn more about us, visit Life and Careers at EPA.

Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional information
http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 

These positions are covered by the bargaining unit.  

EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.   To be considered, you must submit a complete application package by
11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature.   

If you cannot apply on-line, contact the Human Resources Office listed to the right for assistance at least three business days prior to the
closing date of this announcement.  Reasonable accommodations will be provided on a case-by-case basis. 

For detailed instructions to assist you in ensuring your application package is received, go to
http://epa.gov/ohr/ezhire/vacancy_requirements.htm .

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  
--Responses to the on-line assessment questionnaire 
--College transcripts - required to submit either unofficial transcripts or a list of courses that includes grades earned, completion dates, and
quarter or semester hours earned.  
--Veterans' Preference Documents (DD-214, VA Letter and SF-15 if applicable) 
--Displaced Federal employees under ICTAP/CTAP (Provide these documents: copy of your most recent performance appraisal, proof of
eligibility, and your most current SF-50 noting position, grade level, and duty location with your application.) 

Additional information can be found on our web site: http://epa.gov/ohr/ezhire/vacancy_requirements.htm

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJOBS
that your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting

http://www.usajobs.gov/EI/benefits.asp#icc
http://www.epa.gov/careers/
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documentation.  You will be notified of the status of your application after we conduct a qualification review of your complete application
package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in your resume
and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are selected, you will
be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://www.monstergovernmentsolutions.com/
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is located in Region 5, O�ice of Regional Counsel, Multi-Media Branch 2, Section 3,
Chicago, IL.  If selected, you must work at the location stated in this announcement. About
Region 5

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 03/24/2020 to 03/30/2020

Salary
$47,965 - $76,274 per year

Pay scale & grade
GS 07 - 09

Location
1 vacancy in the following location:

Chicago, IL
1 vacancy

Telework eligible

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/563653600
https://www.epa.gov/aboutepa/epa-region-5
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Yes—as determined by the agency policy.

Travel Required
Occasional travel - You may be required to travel 25% of each month.

Relocation expenses reimbursed
No

Appointment type
Recent Graduates - Permanent

Work schedule
Full-time

Service
Excepted

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Position sensitivity and risk
Non-sensitive (NS)/Low Risk

Trust determination process
Suitability/Fitness

Announcement number
CI-R5-OT-2020-0035

Control number
563653600

 Help

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
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T H I S  J O B  I S  O P E N  T O

Recent graduates
Individuals who have graduated from an accredited educational institute or certificate program within
the last 2 years or 6 years for Veterans.

The public
U.S. Citizens, Nationals or those who owe allegiance to the U.S.

Clarification from the agency
Recent Graduates who have completed a qualifying degree or certificate from a qualifying
educational institution or technical education program within the preceding two years of
the announcement closing date (the two years begins on the date all course requirements
are met). Preference eligible veterans unable to apply within two years of receiving their
degree due to military service obligation may apply up to six years a�er degree or
certification.

Duties
At the entry level of this position, you will:

-Search for and summarize relevant articles in trade magazines, law reviews, published studies,
financial reports, and similar materials for use of attorneys in the preparation of opinions, briefs,
and other legal documents. 

-Prepare digests of selected decisions or opinions which incorporate legal references and
analyses of precedents involved in areas of well-defined and settled points of law.

-Prepare and organize trial exhibits, as required, such as statistical charts and photographic
exhibits.

-Verify citations and legal references on prepared legal documents.

When entering a Federal job at a grade level lower than the highest promotion potential level,
you may be promoted to more complex duties and work more independently, as your career
progresses.

 Help

https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/students/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/public/
https://www.usajobs.gov/Help/how-to/job-announcement/duties/
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Requirements
Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must be a U.S. citizen.

• You must submit a resume and required documents--see How to Apply section.

• You must meet all Recent Grad. program requirements by the closing date.

• If you are selected, a written participant agreement must be signed.

• EPA and non-EPA applicants must submit transcripts/course listings.

This position is designated as Low Risk and requires a background investigation.  Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation.

If you are selected, the entire period served under the Recent Graduates program will be a trial
period.

Qualifications

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as
described below: 

To qualify for the GS-07 level, you need to have at least one year of full-time experience
equivalent to the GS-05 level defined as experience in conducting interviews with potential
witnesses, dra�ing reports and legal briefs, and knowledge of various word processing
so�wares; - OR 1 full year of graduate level education; or superior academic achievement
(Superior Academic Achievement Definition) degree in an academic discipline related to this
position - OR an equivalent combination of education and experience. 

To qualify for the GS-09 level, you need to have at least one year of full-time experience
equivalent to the GS-07 level defined as experience in conducting interviews with potential
witnesses, dra�ing reports and legal briefs, knowledge of various word processing so�wares and
conducting research on various legal issues; - OR master's or equivalent graduate degree; or 2
full years of progressively higher level graduate education leading to such a degree; or LL.B. or

 Help

https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-policies/#e4f
https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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J.D., if related; degree in an academic discipline related to this position - OR an equivalent
combination of education and experience. 

Your answers to the on-line assessment will be used to evaluate your competencies in the
following areas:

-Knowledge of legal reference sources and commonly used legal research procedures and
methods.

-Ability to locate, analyze, and prepare reports on pertinent statutes, court decisions, legal
opinions, and other legal documents.

-Ability to identify the factual and legal issues and the relevant evidence to prepare summaries
of precedent cases, interviews, and related case material for the attorney's use.

-Ability to use legal reference sources and legal research procedures and methods su�icient to
locate, analyze, and prepare reports on pertinent statutes, court decisions, legal opinions, and
other legal documents.

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional, philanthropic, religious, spiritual, community, student, social).  Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment.  You will receive credit for all qualifying
experience, including volunteer experience.

If you have part-time work experience, read this:  EPA Announcement Policies and Procedures.

Additional information

Read more

Benefits

Are you a Displaced Federal Employee?  If so, please read the Required Documents section and
visit the EPA website for additional information: EPA Announcement Policies and Procedures

EPA participates in E-Verify E-Verify is an Internet based system operated by the Department of

How You Will Be Evaluated

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position.  You are being evaluated under the category rating method which
means, if you are determined to be qualified, you will be placed into the ‘Best Qualified’, ‘Well
Qualified’, or ‘Qualified’ category. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements.  If you are referred for consideration, you may be subject to
additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to
as Knowledges, Skills, and Abilities (KSAs).  However, your resume should clearly show
possession of these competencies.

To preview questions please click here.

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to be submitted online: 

 Help

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=66144
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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NOTE:  You should ensure your social security number, date of birth, and any other personal
information are redacted. 

-- Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and
specific.  We will not make assumptions regarding your experience. 

-- Responses to the online assessment questionnaire (you must complete this online - it is not a
document you need to upload). 

-- College transcripts - required to submit either uno�icial transcripts or a list of courses that
includes school(s) attended, school address, course title, grades earned, completion dates,
department, and quarter or semester hours earned. Required to submit documentation from
the school showing date degree was conferred or date all degree requirements were met within
the preceding two years.  NOTE:  O�icial educational transcripts are not required at the time of
application; however, if you are selected, you must provide o�icial transcripts before you start
work with EPA. 

-- Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character
of service), VA letter stating overall/combined disability rating (percentage), and SF-15, if
applicable (see page 2 of the SF-15 for documents that can be submitted in lieu of the DD-214
and VA letter); active duty service members:  submit certification from the armed forces
documenting active duty dates, expected discharge/release date, campaign medals/badges,
and character of service (a certification is any written document from the armed forces that
certifies you are expected to be discharged/released from active duty service in the armed forces
under honorable conditions within 120 days a�er you submit the certification). 

Additional information can be found on our website:  EPA Announcement Policies and
Procedures

If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
http://www.ed.gov/admins/finaid/accred/
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Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

Agency contact information

 Yvonne Tyler

Phone

513-569-7968

Fax

513-569-7826

Email

tyler.yvonne@epa.gov

Address

https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
tel:513-569-7968
mailto:tyler.yvonne@epa.gov
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 Print

This job announcement has closed

Next steps

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources O�ice  
26 West Martin Luther King Drive  
Cincinnati, Ohio 45268 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

https://www.usajobs.gov/GetJob/PrintPreview/563653600
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
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Reviewing applications

Open & closing dates
 03/24/2020 to 03/30/2020

Salary
$47,965 - $76,274 per year

Pay scale & grade
GS 07 - 09

Location
1 vacancy in the following location:

Chicago, IL
1 vacancy

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Occasional travel - You may be required to travel 25% of each month.

Relocation expenses reimbursed
No

Appointment type
Recent Graduates - Permanent

Work schedule
Full-time

Service
Excepted

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance

 Help

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Return to top

Other

Drug test
No

Position sensitivity and risk
Non-sensitive (NS)/Low Risk

Trust determination process
Suitability/Fitness

Announcement number
CI-R5-OT-2020-0035

Control number
563653600

 Account

Home

Profile

Documents

Saved jobs

Saved searches

 Help

Help center

About USAJOBS

FAQs

Get started

How to…

javascript:void(0);
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Applicant/Profile/Dashboard
https://www.usajobs.gov/Applicant/Profile/
https://www.usajobs.gov/Applicant/Document/Resumes
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
https://www.usajobs.gov/Help/
https://www.usajobs.gov/Help/About/
https://www.usajobs.gov/Help/faq/
https://www.usajobs.gov/Help/Get-Started/
https://www.usajobs.gov/Help/how-to/
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USAJOBS is a United States O�ice of Personnel Management website.

   

EEO Policy Statement

Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Privacy Policy

USA.gov

Working in government

https://www.opm.gov/
https://www.facebook.com/USAJOBS
https://www.linkedin.com/company/usajobs
https://twitter.com/USAJOBS
https://www.youtube.com/user/usajobsapp
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/preference/
https://www.usajobs.gov/Help/legal-and-regulatory-guidance/
https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
http://www.usa.gov/
https://www.usajobs.gov/Help/working-in-government


11/29/21, 12:01 PM Seeker - Vacancy - Detail Overview

https://jobs.monstergovt.com/epa/vacancy/preview.hms 1/4

Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Any U.S. citizen may apply.

Other

Permanent

Permanent

About the Agency

Earth Day is every day at EPA!  At EPA, you can protect human health and the environment of all Americans, and you’ll discover that EPA is
one great place to work!  We offer great benefits and work flexibilities, and our diverse workforce connects to more than just a career--we
share a common passion to promote a cleaner, healthier environment.  Discover how exciting safeguarding our natural resources and
protecting human health can be.  Find yourself at EPA.   

Except in special circumstances, those new to the federal government will be hired at the starting salary (step 1) of the applicable grade range
listed above.  

This position is located in Region 7, Office of Regional Counsel, Superfund Branch in Lenexa, KS. 

For more information on this office, visit their website:   www.epa.gov/region7

No

No

Back to top

Duties

At the entry level of this position, you will:

--Perform legal research and analysis of law, cases, policy, and precedent for use in litigation and/or counseling, including research to locate and establish liability of entities
responsible for environmental cleanup and/or in violation of environmental laws. 

--Draft legal correspondence, memoranda, and pleadings for administrative actions, judicial litigation and/or legal counseling matters. 

--Assist in the preparation of cases for administrative hearings, judicial litigation and appeals, including the review and analysis of evidence, witness preparation, preparation of
exhibits and documentary evidence for use at trial, organization and maintenance of voluminous case information and compilation of administrative records. 
   
--Participate in all phases of information collection and production in response to Freedom of Information Act (FOIA) requests as well as with discovery in litigation, including e-

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

CI-R7-DE-2016-0026

Environmental Protection Agency

Paralegal Specialist

09/19/2016 - 09/23/2016

Format MM/DD/YYYY

GS - 0950 11

USD $59,318 - USD $77,114

Full-time - Full-time

GS-12

No

Sara Jones 
513-569-7832 
ci_hrmd-ezhire@epa.gov

1 in Lenexa, KS, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=60986&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=60986&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=60986&orgId=1
http://www.epa.gov/
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits URL:

Agency Benefits:

Other Information:

discovery. 

--Perform administrative support functions, including proof-reading and finalizing documents and other administrative tasks as needed. 
  
When entering a Federal job at a grade level lower than the highest promotion potential level, you may be promoted to more complex duties and work more independently, as your
career progresses.

Back to top

Qualifications and Evaluations

If you are selected, you must complete a one year probationary period. 

This position is designated as Low Risk and requires a background investigation. Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation. 

 

If you are selected, a pre-employment background check is required.
You must submit resume and required documents  (See How to Apply)
You may be required to travel 1 to 5 days per month.
You must be a U.S. citizen.

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position. You are being evaluated under the category rating method which means, if
you are determined to be qualified, you will be placed into the Best Qualified, Well Qualified, or Qualified Category. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE: We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: To qualify for the GS-11 level, you
need to have at least one year of full time experience equivalent to the GS-09 level defined as experience performing a variety of analytical
paralegal or legal work which demonstrates a practical knowledge of law, the litigation and judicial process and applicable rules, regulations,
policies and procedures. OR Ph.D. or equivalent doctoral degree; or 3 full years of progressively higher level graduate education leading to
such a degree; or LL.M., in any academic discipline.  Graduate level education must be in a related field. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas: 

--Ability to conduct legal research. 

--Ability to provide customer service. 

--Skill in legal writing. 

--Knowledge of litigation procedures. --Ability to work as part of a team. 

--Knowledge of technology applications. 

--Skill in conducting legal research. 

Experience refers to paid and unpaid experience, including volunteer work done through National Service programs (e.g., Peace Corps,
AmeriCorps) and other organizations (e.g., professional; philanthropic; religious; spiritual; community, student, social). Volunteer work helps
build critical competencies, knowledge, and skills and can provide valuable training and experience that translates directly to paid
employment. You will receive credit for all qualifying experience, including volunteer experience.

Back to top

Benefits and Other Info

Review our Benefits

Join EPA in protecting human health and the environment and enjoy many work life quality options!  Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System. The following Web addresses are provided for your reference to explore the major benefits
offered to most Federal employees. To find out more visit  
Benefits.  To learn more about us, visit Life and Careers at EPA.

This position is in the bargaining unit. 

Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional information:

https://help.usajobs.gov/index.php/Pay_and_Benefits
http://www.usajobs.gov/ResourceCenter/Index/Interactive/Benefits#icc
http://www.epa.gov/careers/
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How to Apply:

Required Documents:

Next Steps:

 http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures 

EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information: http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures 

It is the policy of the Government not to deny employment simply because an individual has been unemployed or has had financial difficulties
that have arisen through no fault of the individual.  Information about an individual’s employment experience will be used only to determine the
person’s qualifications and to assess his or her relative level of knowledge, skills, and abilities.  Although an individual’s personal conduct may
be relevant in any employment decision, including conduct during periods of unemployment or evidence of dishonesty in handling financial
matters, financial difficulty that has arisen through no fault of the individual will generally not itself be the basis of an unfavorable suitability or
fitness determination.  For more information, visit https://hru.gov/Studio_Recruitment/tools/Mythbuster_on_Federal_Hiring_Policies.pdf 

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

If you have part-time work experience, read this:  (http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures) 

Position has portable work and selectee may be eligible to telework. 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.  To be considered, you must submit a complete application package by
11:59 PM Eastern time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement.  You must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to http://www.epa.gov/careers/epa-job-vacancy-
announcements-policies-and-procedures

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   

--Responses to the on-line assessment questionnaire. 

--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 

--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of service), VA letter stating overall/combined
disability rating (percentage), and SF-15, if applicable; active duty service members: submit certification from the armed forces documenting
active duty dates, expected discharge/release date, campaign medals/badges, and character of service (a certification is any written
document from the armed forces that certifies you are expected to be discharged/released from active duty service in the armed forces under
honorable conditions within 120 days after you submit the certification). 

--Displaced Federal employees under ICTAP/CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 

Additional information can be found on our web site: http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures 

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

http://www.monstergovernmentsolutions.com/
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others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Current permanent EPA employees in Region 7 with competitive status and CTAP eligibles.

Public Trust - Background Investigation

Permanent

Permanent

About the Agency

Earth Day is every day at EPA! Our diverse workforce connects to more than just a career—we share a common passion to promote a
cleaner, healthier environment.  We consistently rank as one of the top Federal agencies in which to work, with great benefits and work
flexibilities.  
  
This position is located in Region 7, Office of Regional Counsel, Immediate Office, Lenexa, Kansas. 

For more information on this office, visit their website:www.epa.gov/Region7  

No

No

Back to top

Duties

At the entry level of this position, you will:

- Perform legal research and analysis of law, cases, policy and precedent for use in litigation and/or counseling, including research to locate and establish liability of entities
responsible for environmental cleanup and/or in violation of environmental laws. 

- Draft legal correspondence, memoranda, and pleadings for administrative actions, judicial litigation and/or legal counseling matters. 

-Assist in the preparation of cases for administrative hearings, judicial litigation and appeals, including the review and analysis and evidence, witness preparation, preparation of
exhibits and documentary evidence for use at trial, organization and maintenance of voluminous case information and compilation of administrative records. 

-Participate in all phases of information production in response to Freedom Information Act requests as well as discovery in litigation, including e-discovery. 

When entering a Federal job at a grade level lower than the highest promotion potential level, you may be promoted to more complex duties and work more independently, as your
career progresses.

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

CI-R7-MP-2014-0025

Environmental Protection Agency

Paralegal Specialist

06/02/2014 - 06/13/2014

Format MM/DD/YYYY

GS - 0950 09/11

USD $47,923 - USD $75,376

Full-time - Full-time

GS-12

No

Pat Short 
513-569-7560 
short.pat@epa.gov

2 in Lenexa, KS, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=57676&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=57676&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=57676&orgId=1
https://www.epa.gov/
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits URL:

Agency Benefits:

Other Information:

Back to top

Qualifications and Evaluations

This position is designated as Low Risk and requires a background investigation. Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation. 

You must meet time in grade requirements no later than 30 calendar days after the closing date of this announcement.

If you are selected, a pre-employment background check is required.
You must submit resume and required documents(See How to Apply)
Position has portable work and selectee may be eligible to telework.
You may be required to travel 1 to 5 days per month.

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
 However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-09 level, you need to have at least one year of full time experience defined as having knowledge of legal research and
experience with the litigation system, including court rules, processes and procedures - OR master's or equivalent graduate degree; or 2 full
years of progressively higher level graduate education leading to such a degree; or LL.B. or J.D., if related.  Education must have provided
the specific knowledge, skills and abilities to perform successfully the duties of this position. 

To qualify for the GS-11 level, you need to have at least one year of full time experience defined as experience listed above for the GS-09 in
addition to experience in analyzing the evaluating evidence supporting a legal position, identifying evidentiary gaps, and developing a
comprehensive plan to secure the additional evidence needed to fill those gaps - OR Ph.D. or equivalent doctoral degree; or 3 full years of
progressively higher level graduate education leading to such a degree; or LL.M.  Education must have provided the specific knowledge, skills
and abilities necessary to perform successfully the duties of this position. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas:   

- Skill in conducting legal research 

- Skill in providing customer service 

- Skill in legal writing 

- Knowledge of litigation procedures 

- Ability to work as part of a team 

- Knowledge of technology applications

Back to top

Benefits and Other Info

Review our Benefits

Benefits will not change for current permanent EPA employees.

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional information
http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 

If you have part-time work experience, read this:  (http://epa.gov/ohr/ezhire/vacancy_requirements.htm) 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility.

Back to top

How to Apply

https://help.usajobs.gov/index.php/Pay_and_Benefits
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How to Apply:

Required Documents:

Next Steps:

You are strongly encouraged to read the entire announcement before you 
submit your application for this position. 

To begin the application process, click the Apply On-line button to the 
right on this screen, follow the prompts to log-in/register, submit all 
required documents, and complete the assessment questionnaire.   To be 
considered, you must submit a complete application package by 11:59 PM 
Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the 
USA Jobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office 
listed to the right for assistance no later than three business days prior 
to the closing date of this announcement.  You must provide complete 
application materials by the closing date of this announcement. 

For detailed instructions to assist you in ensuring your application 
package is received, go to 
http://epa.gov/ohr/ezhire/vacancy_requirements.htm .

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   
--Responses to the on-line assessment questionnaire. 
--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Displaced Federal employees under CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most current SF-
50 noting position, grade level, tenure, and duty station. 
--Current EPA Employees:  You are encouraged to submit a Notification of Personnel Action (SF-50).  If you fail to provide an SF-50, we will
access your Federal employment records in e-OPF to verify your eligibility to be considered. If your eligibility for consideration cannot be
determined, your application will be rated ineligible. 

If you want to know more about submitting documentation to our office, visit EPA's web site:
http://epa.gov/ohr/ezhire/vacancy_requirements.htm

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be 
notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete application
package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in your resume
and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are selected, you will
be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://www.monstergovernmentsolutions.com/
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

-Current federal employees with competitive status; reinstatement eligibles; and candidates applying under the EPA Career Transition
Assistance Program or the Interagency Career Transition Assistance Program. 

-Veterans who are preference eligibles or who have been separated from the armed services under honorable conditions after 3-years or
more of continuous active service. 

-Applicants eligible for non-competitive appointment. 

-Public Health Service Officers. 

Other

Permanent

Permanent

About the Agency

**THIS ANNOUNCEMENT HAS BEEN AMENDED TO ACCEPT CURRENT AND FORMER FEDERAL EMPLOYEES AND THE CLOSING
DATE EXTENDED TO 10/13/16.** 

Earth Day is every day at EPA!  At EPA, you can protect human health and the environment of all Americans, and you’ll discover that EPA is
one great place to work!  We offer great benefits and work flexibilities, and our diverse workforce connects to more than just a career--we
share a common passion to promote a cleaner, healthier environment. 

Except in special circumstances, those new to the federal government will be hired at the starting salary (step 1) of the applicable grade range
listed above. 

This position is located in Region 7, Office of Regional Counsel, Superfund Branch in Lenexa, KS. 

For more information on this office, visit their website:  www.epa.gov/region7

No

No

Back to top

Duties

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

CI-R7-MP-2016-0049

Environmental Protection Agency

Paralegal Specialist

09/19/2016 - 10/13/2016

Format MM/DD/YYYY

GS - 0950 11

USD $59,318 - USD $77,114

Full-time - Full-time

GS-12

No

Gwen Huggins 
513-569-7755 
huggins.gwen@epa.gov

1 in Lenexa, KS, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=60975&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=60975&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=60975&orgId=1
http://www.epa.gov/
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

At the entry level of this position, you will:

--Perform legal research and analysis of law, cases, policy and precedent for use in litigation and/or counseling, including research to locate and establish liability of entities
responsible for environmental cleanup and/or in violation of environmental laws. 
  
--Draft legal correspondence, memoranda and pleadings for administrative actions, judicial litigation and/or legal counseling matters. 

--Assist in the preparation of cases for administrative hearings, judicial litigation and appeals, including the review and analysis of evidence, witness preparation, preparation of
exhibits and documentary evidence for use at trial, organization and maintenance of voluminous case information and compilation of administrative records. 

--Participate in all phases of information collection and production in response to Freedom of Information Act (FOIA) requests as well as with discovery in litigation, including e-
discovery. 

--Perform administrative support functions, including proof-reading and finalizing documents and other administrative tasks as needed. 
  
When entering a Federal job at a grade level lower than the highest promotion potential level, you may be promoted to more complex duties and work more independently, as your
career progresses. 

 

Back to top

Qualifications and Evaluations

This position is designated as Low Risk and requires a background investigation. Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation. 

You must meet time in grade requirements no later than 30 calendar days after the closing date of this announcement.

If you are selected, a pre-employment background check is required.
You must submit resume and required documents (See How to Apply)
You may be required to travel 1 to 5 days per month.
You must be a U.S. citizen.

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
 However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-11 level, you need to have at least one year of full time experience equivalent to the GS-09 level defined experience
performing a variety of analytical paralegal or legal work which demonstrates a practical knowledge of law, the litigation and judicial process,
and applicable rules, regulations, policies, and procedures. OR Ph.D. or equivalent doctoral degree; or 3 full years of progressively higher
level graduate education leading to such a degree; or LL.M., in any academic discipline.  Graduate level education must be in a related
field. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas:   

--Ability to conduct legal research. 

--Ability to provide customer service. 

--Skill in legal writing. 

--Knowledge of litigation procedures.

--Ability to work as part of a team. 

--Knowledge of technology applications. 

Experience refers to paid and unpaid experience, including volunteer work done through National Service programs (e.g., Peace Corps,
AmeriCorps) and other organizations (e.g., professional; philanthropic; religious; spiritual; community, student, social). Volunteer work helps
build critical competencies, knowledge, and skills and can provide valuable training and experience that translates directly to paid
employment. You will receive credit for all qualifying experience, including volunteer experience.

Back to top
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Benefits URL:

Agency Benefits:

Other Information:

How to Apply:

Required Documents:

Benefits and Other Info

Review our Benefits

Join EPA in protecting human health and the environment and enjoy many work life quality options!  Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System. The following Web addresses are provided for your reference to explore the major benefits
offered to most Federal employees. To find out more visit Benefits.  To learn more about us, visit Life and Careers at EPA.

This position is in the bargaining unit. 

Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional information:
 http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures 

EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information: http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures 

It is the policy of the Government not to deny employment simply because an individual has been unemployed or has had financial difficulties
that have arisen through no fault of the individual.  Information about an individual’s employment experience will be used only to determine the
person’s qualifications and to assess his or her relative level of knowledge, skills, and abilities.  Although an individual’s personal conduct may
be relevant in any employment decision, including conduct during periods of unemployment or evidence of dishonesty in handling financial
matters, financial difficulty that has arisen through no fault of the individual will generally not itself be the basis of an unfavorable suitability or
fitness determination.  For more information, visit https://hru.gov/Studio_Recruitment/tools/Mythbuster_on_Federal_Hiring_Policies.pdf . 

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

If you have part-time work experience, read this:  (http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures) 

Position has portable work and selectee may be eligible to telework. 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.  To be considered, you must submit a complete application package by
11:59 PM Eastern time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement.  You must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to http://www.epa.gov/careers/epa-job-vacancy-
announcements-policies-and-procedures

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience. 

--Responses to the on-line assessment questionnaire. 

--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 

--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of service), VA letter stating overall/combined
disability rating (percentage), and SF-15, if applicable; active duty service members: submit certification from the armed forces documenting
active duty dates, expected discharge/release date, campaign medals/badges, and character of service (a certification is any written
document from the armed forces that certifies you are expected to be discharged/released from active duty service in the armed forces under
honorable conditions within 120 days after you submit the certification). 

--Displaced Federal employees under ICTAP/CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 

--Current and Former Federal Employees: You are required to submit a Notification of Personnel Action (SF-50) indicating your status
eligibility.  This SF-50 should include your Position Title, Pay Plan, Occupational Code, and Grade or Level.  If you are a current
temporary/term employee who previously held a status Federal position, you need to submit your SF-50 which shows your eligibility to be
considered.  If your eligibility for consideration cannot be determined, your application will be rated ineligible. 

https://help.usajobs.gov/index.php/Pay_and_Benefits
http://www.usajobs.gov/ResourceCenter/Index/Interactive/Benefits#icc
http://www.epa.gov/careers/
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Next Steps:

--Current EPA Employees: You are encouraged to submit a Notification of Personnel Action (SF-50).  If you fail to provide an SF-50, we will
access your Federal employment records in eOPF to verify your eligibility to be considered.  If your eligibility for consideration cannot be
determined, your application will be rated ineligible. 

--If you are applying for a noncompetitive appointment, you'll need to submit additional documents to prove your eligibility to apply to this
vacancy announcement.  If you want to learn more about noncompetitive appointments, visit OPM's web site:
http://www.opm.gov/employ/students/fedhire.asp#authorities    

If you want to know more about submitting documentation to our office, visit EPA's web site: http://www.epa.gov/careers/epa-job-vacancy-
announcements-policies-and-procedures

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://www.monstergovernmentsolutions.com/


11/29/21, 12:06 PM Seeker - Vacancy - Detail Overview

https://jobs.monstergovt.com/epa/vacancy/preview.hms 1/3

Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Travel Required:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Any U.S. citizen may apply.

Public Trust - Background Investigation

Permanent

Permanent

About the Agency

Earth Day is every day at EPA! Come help us protect the environment! Our diverse workforce connects to more than just a career-we share a
common passion to promote a cleaner, healthier environment.  Discover how exciting safeguarding our natural resources and protecting
human health can be.  We consistently rank as one of the top Federal agencies in which to work, with great benefits and work flexibilities.
Find yourself at EPA.   

This position is located in Region 8, Office of Regional Counsel and Legal Enforcement Program, Denver, Colorado.   
For more information on this office, visit their website: www.epa.gov/region8.

No

No

Occasional Travel
May be required to travel 1 - 5 days per month.

Back to top

Duties

At the entry level of this position, you will:

-Assist in the preparation of cases for settlement negotiations, administrative hearings, judicial litigation and appeals, including the review and analysis of evidence, witness
preparation, preparation of exhibits and documentary evidence, organization and maintenance of voluminous case information and compilation of administrative records.  Trace
litigation deadlines and assist in managing litigation docket systems.  

-Conduct legal research and stay abreast of current case law and agency practices concerning e-discovery.  Coordinate responses and serves as the primary point of contact for
the collection, processing, review and production phases of discovery. 

-Be responsible for responding to requests under the Freedom of Information Act (FOIA).  

-Provide investigative or technical support in civil/criminal matters.  Investigate facts concerning violations using various information gathering techniques, including directly
interviewing fact witnesses and experts. 

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

CI-R8-DE-2015-0017

Environmental Protection Agency

Paralegal Specialist

04/08/2015 - 04/14/2015

Format MM/DD/YYYY

GS - 0950 11/12

USD $62,850 - USD $97,938

Full-time - Full-time

GS-12

No

Gwen Huggins 
513-569-7755 
Huggins.gwen@epa.gov

1 in Denver, CO, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=58760&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=58760&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=58760&orgId=1
http://www.epa.gov/
http://www.epa.gov/region8
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits URL:

Agency Benefits:

Other Information:

-Conduct legal research on a variety of legal issues.  Provide statutory and regulatory interpretation for Agency personnel by researching statutes, legislative history, regulations
and governing policy. 
  
-When entering a Federal job at a grade level lower than the highest promotion potential level, you may be promoted to more complex duties and work more independently as your
career progresses.

Back to top

Qualifications and Evaluations

This position is designated as Low Risk and requires a background investigation.  Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation. 

If you are selected, you must complete a one year probationary period. 

If you are selected, a pre-employment background check is required.
You must submit resume and required documents(See How to Apply)
Position has portable work and selectee may be eligible to telework.
You must be a U.S. citizen.

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position. You are being evaluated under the category rating method which means, if
you are determined to be qualified, you will be placed into the Best Qualified, Well Qualified, or Qualified Category. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE: We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-11 level, you need to have at least one year of full time experience defined as: Utilizing a legal database to conduct legal
research and electronic discovery (ediscovery) - OR -  Ph.D. or equivalent doctoral degree; or 3 full years of progressively higher level
graduate education leading to such a degree; OR LL.M., if related. 
Graduate education is directly related to the work of the position. 

To qualify for the GS-12 level, you need to have at least one year of full time experience defined as: Utilizing a legal database to conduct legal
research and electronic discovery (ediscovery) and preparing legal documents. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas:   

-Knowledge of technology applications. 

-Skill in legal writing. 

-Skill in conducting investigative activities. 

-Knowledge of litigation procedures. 

-Skill in document management. 

Experience refers to paid and unpaid experience, including volunteer work done through National Service programs (e.g., Peace Corps,
AmeriCorps) and other organizations (e.g., professional; philanthropic; religious; spiritual; community, student, social). Volunteer work helps
build critical competencies, knowledge, and skills and can provide valuable training and experience that translates directly to paid
employment. You will receive credit for all qualifying experience, including volunteer experience.

Back to top

Benefits and Other Info

Review our Benefits

Join EPA in protecting human health and the environment and enjoy many work life quality options!  Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System. To learn more about us, visit Life and Careers at EPA.

This position is in the bargaining unit. 
  
Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional information
http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 
  

https://help.usajobs.gov/index.php/Pay_and_Benefits
http://www.epa.gov/careers/
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How to Apply:

Required Documents:

Next Steps:

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 
  
If you have part-time work experience, read this:  (http://epa.gov/ohr/ezhire/vacancy_requirements.htm) 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility. 

EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information http://epa.gov/ohr/ezhire/vacancy_requirements.htm.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.   To be considered, you must submit a complete application package by
11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement.  You must provide complete application materials by the closing date of this announcement. 

For detailed instructions to assist you in ensuring your application package is received, go to 
http://epa.gov/ohr/ezhire/vacancy_requirements.htm .

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   
--Responses to the on-line assessment questionnaire. 
--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy, VA Letter, and SF-15, if applicable; active duty military submit statement of
service from commanding officer documenting dates of active duty and any campaign medals/badges; include character of service. 
--Displaced Federal employees under ICTAP/CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 
If you want to know more about submitting documentation to our office, visit EPA's web site:
http://epa.gov/ohr/ezhire/vacancy_requirements.htm

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://www.monstergovernmentsolutions.com/
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is in Region 8, O�ice of Regional Counsel.  If selected, you must work at the
location stated in this announcement. About Region 8: Region 8 Website 

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 01/24/2020 to 01/30/2020

Salary
$84,118 - $109,358 per year

Pay scale & grade
GS 12

Location
1 vacancy in the following location:

Denver, CO
1 vacancy

Telework eligible
Yes—as determined by the agency policy.

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/557552000
https://www.epa.gov/aboutepa/epa-region-8-mountains-and-plains
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Travel Required
Occasional travel - You may be required to travel less than 25% of each month.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-Time

Service
Excepted

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Announcement number
CI-R8-DE-2020-0013

Control number
557552000

T H I S  J O B  I S  O P E N  T O

The public
U.S. Citizens, Nationals or those who owe allegiance to the U.S.

Clarification from the agency

 Help

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/public/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
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US Citizens

Duties
You will:

Assist in the preparation of administrative action under regulatory programs, including
dra�ing correspondence and legal documents, preparing administrative records;
supporting negotiations; coordinate the preparation of the legal documents with the
regional attorney.

Assist the regional sta� attorney in preparation for administrative and civil litigation
including dra�ing correspondence, dra�ing the litigation report consistent with guidance,
preparation of discovery documents, administrative records, pleadings, a�idavits, motions
to dismiss, motions for summary judgment and other documents.

Oversee and use complex electronic discovery databases and IT tools and train O�ice of
Regional Counsel and Legal Enforcement Program attorneys and other regional sta� on the
use of these tools.

Organize and maintain files for complex cases.  Obtain and review reports, correspondence
and court documents.

Responsible for responding to requests under the Freedom of Information Act (FOIA).

 Help

Requirements
Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must submit a resume and required documents--see How to Apply section.

• You must be a U.S. citizen.

This position is designated as Low Risk and requires a background investigation.  Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation.

If you are selected, you may be required to complete a one-year probationary period.

 Help

https://www.usajobs.gov/Help/how-to/job-announcement/duties/
https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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Qualifications

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as
described below: 

To qualify for the GS-12 level, you need to have at least one year of full-time experience
equivalent to the GS-11 level defined as assisting attorneys with preparation for litigation,
compiling large volumes of documents with knowledge of federal regulations and strong oral
and written communication skills.. 

Your answers to the online assessment will be used to evaluate your competencies in the
following areas:

1. Knowledge of criminal and civil provisions of environmental protection statues and an
extensive working knowledge of the enforcements aspects of the statutes and regulations
administered by the o�ice and various actions utilized to implement them.

2. Knowledge of business principles and techniques, including information technology tools
and how to apply them in analyzing voluminous, complex and o�en incomplete records.

3. Ability to use Westlaw, Lexis, and other computer assisted legal research, records
management and ediscovery tools as well as traditional law library case books, reporters
and trade publications.

4. Ability to conduct interviews; recognize, explore and develop leads; detect subtle
discrepancies in information, distinguish between relevant and irrelevant.

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional, philanthropic, religious, spiritual, community, student, social).  Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment.  You will receive credit for all qualifying
experience, including volunteer experience.

If you have part-time work experience, read this:  EPA Announcement Policies and Procedures.

Additional information

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/


11/29/21, 11:52 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/557552000 5/11

Read more

Benefits

Are you a Displaced Federal Employee?  If so, please read the Required Documents section and
visit the EPA website for additional information: EPA Announcement Policies and Procedures

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position.  You are being evaluated under the category rating method which
means, if you are determined to be qualified, you will be placed into the ‘Best Qualified’, ‘Well
Qualified’, or ‘Qualified’ category. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements.  If you are referred for consideration, you may be subject to
additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to
as Knowledges, Skills, and Abilities (KSAs).  However, your resume should clearly show
possession of these competencies.

To preview questions please click here.

Benefits

Required Documents

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=65799
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How to Apply

Fair and Transparent

Required Documents
Documents to be submitted online: 

NOTE:  You should ensure your social security number, date of birth, and any other personal
information are redacted. 

--Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and
specific.  We may not make assumptions regarding your experience.   
--Responses to the online assessment questionnaire (you must complete this online - it is not a
document you need to upload). 
--College transcripts - if qualifying for this position based on education or a combination of
experience and education, you are required to submit either uno�icial transcripts or a list of
courses that includes school(s) attended, school address, course title, grades earned,
completion dates, department, and quarter or semester hours earned.  NOTE:  O�icial
educational transcripts are not required at the time of application; however, if you are selected,
you must provide o�icial transcripts before you start work with EPA. 
--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of
service), VA letter stating overall/combined disability rating (percentage), and SF-15, if
applicable; active duty service members:  submit certification from the armed forces
documenting active duty dates, expected discharge/release date, campaign medals/badges,
and character of service (a certification is any written document from the armed forces that
certifies you are expected to be discharged/released from active duty service in the armed forces
under honorable conditions within 120 days a�er you submit the certification). 
--Displaced Federal employees under ICTAP/CTAP:  copy of your most recent performance
appraisal, proof of eligibility, and your most current SF-50 noting position, grade level, tenure,
and duty station. 

Additional information can be found on our website:  EPA Announcement Policies and
Procedures.

 Help

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

Agency contact information

 Linda Derriso

Phone

513-569-7015

http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
tel:513-569-7015
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Next steps

Fax

513-569-7826

Email

Derriso.Linda@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources O�ice  
26 West Martin Luther King Drive  
Cincinnati, Ohio 45268 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period

mailto:Derriso.Linda@epa.gov
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
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 Print

This job announcement has closed

Signature and false statements
Privacy Act
Social security number request

Reviewing applications

Open & closing dates
 01/24/2020 to 01/30/2020

Salary
$84,118 - $109,358 per year

Pay scale & grade
GS 12

Location
1 vacancy in the following location:

Denver, CO
1 vacancy

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Occasional travel - You may be required to travel less than 25% of each month.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-Time

Service
Excepted

Promotion potential

 Help

https://www.usajobs.gov/GetJob/PrintPreview/557552000
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Return to top

12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Announcement number
CI-R8-DE-2020-0013

Control number
557552000

 Account

Home

Profile

Documents

Saved jobs

Saved searches

 Help

Help center

About USAJOBS

FAQs

javascript:void(0);
https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Applicant/Profile/Dashboard
https://www.usajobs.gov/Applicant/Profile/
https://www.usajobs.gov/Applicant/Document/Resumes
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
https://www.usajobs.gov/Help/
https://www.usajobs.gov/Help/About/
https://www.usajobs.gov/Help/faq/
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USAJOBS is a United States O�ice of Personnel Management website.

   

EEO Policy Statement

Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Privacy Policy

USA.gov

Get started

How to…

Working in government

https://www.opm.gov/
https://www.facebook.com/USAJOBS
https://www.linkedin.com/company/usajobs
https://twitter.com/USAJOBS
https://www.youtube.com/user/usajobsapp
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/preference/
https://www.usajobs.gov/Help/legal-and-regulatory-guidance/
https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
http://www.usa.gov/
https://www.usajobs.gov/Help/Get-Started/
https://www.usajobs.gov/Help/how-to/
https://www.usajobs.gov/Help/working-in-government
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Travel Required:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

-Current federal employees with competitive status; reinstatement eligibles; and candidates applying under the EPA Career Transition
Assistance Program or the Interagency Career Transition Assistance Program. 

-Veterans who are preference eligibles or who have been separated from the armed services under honorable conditions after 3-years or
more of continuous active service. 

-Applicants eligible for non-competitive appointment. 

-Public Health Service Officers. 

Public Trust - Background Investigation

Permanent

Permanent

About the Agency

Earth Day is every day at EPA! Come help us protect the environment! Our diverse workforce connects to more than just a career-we share a
common passion to promote a cleaner, healthier environment.  Discover how exciting safeguarding our natural resources and protecting
human health can be.  We consistently rank as one of the top Federal agencies in which to work, with great benefits and work flexibilities.
Find yourself at EPA.   

This position is located in Region 8, Office of Regional Counsel and Legal Enforcement Program, Denver, Colorado.   
For more information on this office, visit their website: www.epa.gov/region8.

No

No

Occasional Travel
May be required to travel 1 - 5 days per month.

Back to top

Duties

At the entry level of this position, you will:

-Assist in the preparation of cases for settlement negotiations, administrative hearings, judicial litigation and appeals, including the review and analysis of evidence, witness
preparation, preparation of exhibits and documentary evidence, organization and maintenance of voluminous case information and compilation of administrative records. Track

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

CI-R8-MP-2015-0027

Environmental Protection Agency

Paralegal Specialist

04/08/2015 - 04/21/2015

Format MM/DD/YYYY

GS - 0950 11/12

USD $62,850 - USD $97,938

Full-time - Full-time

GS-12

No

Gwen Huggins 
513-569-7755 
Huggins.gwen@epa.gov

1 in Denver, CO, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=58759&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=58759&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=58759&orgId=1
http://www.epa.gov/
http://r8net.epa.gov/
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits URL:

litigation deadlines and assist in managing litigation docket systems. 

-Conduct legal research and stay abreast of current case law and agency practices concerning e-discovery.  Coordinate responses and serves as the primary point of contact for
the collection, processing, review and production phases of discovery. 

- Be responsible for responding to requests under the Freedom of Information Act (FOIA).  

-Provide investigative or technical support in civil/criminal matters.  Investigate facts concerning violations using various information gathering techniques, including directly
interviewing fact witnesses and experts. 

-Conduct legal research on a variety of legal issues.  Provide statutory and regulatory interpretation for Agency personnel by researching statutes, legislative history, regulations
and governing policy. 
  
-When entering a Federal job at a grade level lower than the highest promotion potential level, you may be promoted to more complex duties and work more independently as your
career progresses.

Back to top

Qualifications and Evaluations

This position is designated as Low Risk and requires a background investigation.  Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation. 

You must meet time in grade requirements no later than 30 calendar days after the closing date of this announcement.

If you are selected, a pre-employment background check is required.
You must submit resume and required documents(See How to Apply)
Position has portable work and selectee may be eligible to telework.
You must be a U.S. citizen.

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
 However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-11 level, you need to have at least one year of full time experience defined as: Utilizing a legal database to conduct legal
research and electronic discovery (ediscovery).  - OR -  Ph.D. or equivalent doctoral degree; OR 3 full years of progressively higher level
graduate education leading to such a degree; or LL.M., if related. 
Graduate education is directly related to the work of the position. 

To qualify for the GS-12 level, you need to have at least one year of full time experience defined as: Utilizing a legal database to conduct legal
research and electronic discovery (ediscovery) and preparing legal documents. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas:   

-Knowledge of technology applications. 

-Skill in legal writing. 

-Skill in conducting investigative activities. 

-Knowledge of litigation procedures. 

-Skill in document management. 

Experience refers to paid and unpaid experience, including volunteer work done through National Service programs (e.g., Peace Corps,
AmeriCorps) and other organizations (e.g., professional; philanthropic; religious; spiritual; community, student, social). Volunteer work helps
build critical competencies, knowledge, and skills and can provide valuable training and experience that translates directly to paid
employment. You will receive credit for all qualifying experience, including volunteer experience.

Back to top

Benefits and Other Info

Review our Benefits

https://help.usajobs.gov/index.php/Pay_and_Benefits
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Agency Benefits:

Other Information:

How to Apply:

Required Documents:

Next Steps:

Join EPA in protecting human health and the environment and enjoy many work life quality options!  Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System. To learn more about us, visit Life and Careers at EPA.

This position is in the bargaining unit. 
  
Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional information
http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 
  
This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 
  
If you have part-time work experience, read this:  (http://epa.gov/ohr/ezhire/vacancy_requirements.htm) 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility. 

EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information http://epa.gov/ohr/ezhire/vacancy_requirements.htm.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.   To be considered, you must submit a complete application package by
11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement.  You must provide complete application materials by the closing date of this announcement. 

For detailed instructions to assist you in ensuring your application package is received, go to 
http://epa.gov/ohr/ezhire/vacancy_requirements.htm .

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   
--Responses to the on-line assessment questionnaire. 
--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy, VA Letter, and SF-15, if applicable; active duty military submit statement of
service from commanding officer documenting dates of active duty and any campaign medals/badges; include character of service. 
--Displaced Federal employees under ICTAP/CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 
--Current and Former Federal Employees: You are required to submit a Notification of Personnel Action (SF-50) indicating your status
eligibility.  This SF-50 should include your Position Title, Pay Plan, Occupational Code, and Grade or Level.  If you are a current
temporary/term employee who previously held a status Federal position, you need to submit your SF-50 which shows your eligibility to be
considered.  If your eligibility for consideration cannot be determined, your application will be rated ineligible. 
--Current EPA Employees:  You are encouraged to submit a Notification of Personnel Action (SF-50).  If you fail to provide an SF-50, we will
access your Federal employment records in e-OPF to verify your eligibility to be considered. If your eligibility for consideration cannot be
determined, your application will be rated ineligible. 
--If you are applying for a noncompetitive appointment, you'll need to submit additional documents to prove your eligibility to apply to this
vacancy announcement.  If you want to learn more about noncompetitive appointments, visit OPM's web site:
http://www.opm.gov/employ/students/fedhire.asp#authorities    

If you want to know more about submitting documentation to our office, visit EPA's web site:
http://epa.gov/ohr/ezhire/vacancy_requirements.htm

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not

http://www.epa.gov/careers/
http://www.opm.gov/employ/students/fedhire.asp#authorities
http://www.monstergovernmentsolutions.com/
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hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of
others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is in Region 8, O�ice of Regional Counsel.  If selected, you must work at the
location stated in this announcement. About Region 8: Region 8 Website 

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 01/21/2020 to 02/03/2020

Salary
$84,118 - $109,358 per year

Pay scale & grade
GS 12

Location
1 vacancy in the following location:

Denver, CO
1 vacancy

Telework eligible
Yes—as determined by the agency policy.

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/557149100
https://www.epa.gov/aboutepa/epa-region-8-mountains-and-plains
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Travel Required
Occasional travel - You may be required to travel less than 25% of each month.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-Time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Announcement number
CI-R8-MP-2020-0022

Control number
557149100

T H I S  J O B  I S  O P E N  T O

Individuals with disabilities

Federal employees - Competitive service
Current or former competitive service federal employees.

 Help

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/individuals-with-disabilities/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/#transition
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
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Career transition (CTAP, ICTAP, RPL)
Federal employees who meet the definition of a "surplus" or "displaced" employee.

Military spouses

Peace Corps & AmeriCorps Vista

Special authorities
Individuals eligible under a special authority not listed above, but defined in the federal hiring
regulations.

Veterans

Clarification from the agency
-Current federal employees with competitive status; reinstatement eligibles; and ICTAP or
EPA CTAP eligibles. -Veterans who are preference eligibles or who have been separated from
the armed services under honorable conditions a�er 3 years or more of continuous active
service (VEOA). -Applicants eligible for non-competitive appointment (e.g., Schedule A,
Peace Corps). -Public Health Service O�icers.

Duties
You will:

Assist in the preparation of administrative action under regulatory programs, including
dra�ing correspondence and legal documents, preparing administrative records;
supporting negotiations; coordinate the preparation of the legal documents with the
regional attorney.

Assist the regional sta� attorney in preparation for administrative and civil litigation
including dra�ing correspondence, dra�ing the litigation report consistent with guidance,
preparation of discovery documents, administrative records, pleadings, a�idavits, motions
to dismiss, motions for summary judgment and other documents.

Oversee and use complex electronic discovery databases and IT tools and train ORC and
LEP attorneys and other regional sta� on the use of these tools.

Organize and maintain files for complex cases.  Obtain and review reports, correspondence
and court documents.

 Help

https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/#transition
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/military-spouses/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/peace-corps/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/special-authorities
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/
https://www.usajobs.gov/Help/how-to/job-announcement/duties/
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Responsible for responding to requests under the Freedom of Information Act (FOIA).

Requirements
Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must submit a resume and required documents--see How to Apply section.

This position is designated as Low Risk and requires a background investigation.  Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation.

You must meet time in grade requirements no later than 30 calendar days a�er the closing date
of this announcement.

Qualifications

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as
described below: 

To qualify for the GS-12 level, you need to have at least one year of full-time experience
equivalent to the GS-11 level defined as assisting attorneys with preparation for litigation,
compiling large volumes of documents with knowledge of federal regulations and strong oral
and written communication skills.. 

Your answers to the online assessment will be used to evaluate your competencies in the
following areas:

1. Knowledge of criminal and civil provisions of environmental protection statues and an
extensive working knowledge of the enforcements aspects of the statutes and regulations
administered by the o�ice and various actions utilized to implement them.

2. Knowledge of business principles and techniques, including information technology tools
and how to apply them in analyzing voluminous, complex and o�en incomplete records.

3. Ability to use Westlaw, Lexis, and other computer assisted legal research, records
management and ediscovery tools as well as traditional law library case books, reporters
and trade publications.

 Help

https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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4. Ability to conduct interviews; recognize, explore and develop leads; detect subtle
discrepancies in information, distinguish between relevant and irrelevant.

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional, philanthropic, religious, spiritual, community, student, social).  Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment.  You will receive credit for all qualifying
experience, including volunteer experience.

If you have part-time work experience, read this:  EPA Announcement Policies and Procedures.

Additional information

Read more

Benefits

Are you a Displaced Federal Employee?  If so, please read the Required Documents section and
visit the EPA website for additional information: EPA Announcement Policies and Procedures

EPA participates in E-Verify E-Verify is an Internet based system operated by the Department of

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements.  If you are referred for consideration, you may be subject to

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to
as Knowledge, Skills, and Abilities (KSAs).  However, your resume should clearly show
possession of these competencies.

To preview questions please click here.

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to be submitted online: 

NOTE:  You should ensure your social security number, date of birth, and any other personal
information are redacted. 

--Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and
specific.  We may not make assumptions regarding your experience.   
--Responses to the online assessment questionnaire (you must complete this online - it is not a
document you need to upload). 
--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of
service), VA letter stating overall/combined disability rating (percentage), and SF-15, if
applicable; active duty service members:  submit certification from the armed forces
documenting active duty dates, expected discharge/release date, campaign medals/badges,
and character of service (a certification is any written document from the armed forces that
certifies you are expected to be discharged/released from active duty service in the armed forces
under honorable conditions within 120 days a�er you submit the certification). 
--Displaced Federal employees under ICTAP/CTAP:  copy of your most recent performance

 Help

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=65638
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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appraisal, proof of eligibility, and your most current SF-50 noting position, grade level, tenure,
and duty station. 
--Current and Former Federal Employees:  You are required to submit a Notification of Personnel
Action (SF-50) that includes position title, pay plan, occupational code, grade or level, and duty
station.  The SF-50 must also indicate the following (you may need to provide more than one SF-
50): 
•    Status Eligibility/Competitive Status - SF-50 must include appropriate tenure and position
occupied.  If you are a current temporary/term employee who previously held a status federal
position, you need to submit your SF-50 which shows your eligibility to be considered.  (NOTE:  If
you are a current EPA employee and provide an SF-50 that does not show eligibility, we will
access your eOPF to verify your eligibility to be considered.)  If your eligibility for consideration
cannot be determined, your application will be rated ineligible. 
•    Time-in-Grade - If you are applying for a higher grade, you must provide the SF-50 that shows
the length of time in your current/highest grade (examples of appropriate SF-50s include
promotions, within-grade/range increases, and SF-50s dated a year apart within the same
grade/job). 
--Current Federal Employees:  You are required to submit your most recent completed annual
performance appraisal, dated within the last 18 months (if it is not dated within the last 18
months, or you have not received a performance appraisal, you must upload a signed/dated
explanation why).  NOTE:  You only need to upload the page that shows the overall rating and
signature, not the entire document. 
--If you are applying for a noncompetitive appointment, you'll need to submit additional
documents to prove your eligibility to apply to this vacancy announcement.  If you want to learn
more about noncompetitive appointments, visit OPM's website:  Special Appointment
Authorities. 

If you want to know more about submitting documentation to our o�ice, visit EPA's website:
 EPA Announcement Policies and Procedures.

If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

https://www.opm.gov/FAQs/QA.aspx?fid=de14aff4-4f77-4e17-afaa-fa109430fc7b&pid=8f814f58-3b23-4ad2-a246-1f620c32f61a
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
http://www.ed.gov/admins/finaid/accred/
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How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

Agency contact information

 Linda Derriso

Phone

513-569-7015

Fax

513-569-7826

Email

Derriso.Linda@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources O�ice  

https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
tel:513-569-7015
mailto:Derriso.Linda@epa.gov
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 Print

This job announcement has closed

Next steps

26 West Martin Luther King Drive  
Cincinnati, Ohio 45268 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

Reviewing applications
 Help

https://www.usajobs.gov/GetJob/PrintPreview/557149100
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Open & closing dates
 01/21/2020 to 02/03/2020

Salary
$84,118 - $109,358 per year

Pay scale & grade
GS 12

Location
1 vacancy in the following location:

Denver, CO
1 vacancy

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Occasional travel - You may be required to travel less than 25% of each month.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-Time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
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Return to top

USAJOBS is a United States O�ice of Personnel Management website.

   

No

Announcement number
CI-R8-MP-2020-0022

Control number
557149100

 Account

Home

Profile

Documents

Saved jobs

Saved searches

 Help

Help center

About USAJOBS

FAQs

Get started

How to…

Working in government

javascript:void(0);
https://www.opm.gov/
https://www.facebook.com/USAJOBS
https://www.linkedin.com/company/usajobs
https://twitter.com/USAJOBS
https://www.youtube.com/user/usajobsapp
https://www.usajobs.gov/Applicant/Profile/Dashboard
https://www.usajobs.gov/Applicant/Profile/
https://www.usajobs.gov/Applicant/Document/Resumes
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
https://www.usajobs.gov/Help/
https://www.usajobs.gov/Help/About/
https://www.usajobs.gov/Help/faq/
https://www.usajobs.gov/Help/Get-Started/
https://www.usajobs.gov/Help/how-to/
https://www.usajobs.gov/Help/working-in-government
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EEO Policy Statement

Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Privacy Policy

USA.gov

https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/preference/
https://www.usajobs.gov/Help/legal-and-regulatory-guidance/
https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
http://www.usa.gov/
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Marketing Statement:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Travel Required:

"CI-R9-DE-2018-0003" Vacancy Details
About

Overview
U.S. Citizens

Other

Permanent

Earth Day is every day at EPA!  At EPA, you can protect human health and the environment of all Americans, and you’ll discover that EPA is
one great place to work!  We offer great benefits and work flexibilities, and our diverse workforce connects to more than just a career--we
share a common passion to promote a cleaner, healthier environment.  Discover how exciting safeguarding our natural resources and
protecting human health can be.  Find yourself at EPA.http://www.epa.gov

This position is located in Region 9, Office of Regional Counsel, Immediate Office, San Francisco, California.  For more information on this
office, visit their website:  Region 9 Webpage 

If selected, you must work at the location stated in this announcement.

Except in special circumstances, those new to the federal government will be hired at the starting salary (step 1) of the applicable grade range
listed above.

One or more positions may be filled.

No

No

Occasional Travel
You may be required to travel 1 to 5 days per month.

Back to top
Duties

At the entry level of this position, you will:

-Process responses to Freedom of Information Act (FOIA) and eDiscovery requests, including communicating with requesters, coordinating among multiple offices, developing
search terms, and managing workflow.

-Use agency electronic discovery and records processing systems, including FOIAOnline, Relativity and AdobePro to analyze, evaluate, review, code, and produce records in
response to FOIA and discovery requests.

-Prepare indices, including privilege logs and supporting affidavits, for record productions and compile and index administrative and litigation records. 

- Prepare legal documents, i.e., memoranda of law, interrogatories, motions to produce, complaints, consent orders, for the more routine judicial and administrative proceedings
under all statutes as assigned by supervisor.

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

CI-R9-DE-2018-0003

Environmental Protection Agency

Paralegal Specialist

07/27/2018 - 08/02/2018

Format MM/DD/YYYY

GS - 0950 11

USD $73,905 - USD $96,080

Full-time - Full-time

GS-12

Yes

Yvonne Tyler 
513.569.7968 
tyler.yvonne@epa.gov

FEW in San Francisco, CA, US

https://www.epa.gov/aboutepa/epa-region-9-pacific-southwest
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits:

- Conduct legal research on a variety of legal issues routinely encountered in environmental legal work.  Incumbent searches legal case, statues, legislative history, regulations,
and governing policy, using standard techniques and methods.

- Prepare and organize  exhibits for administrative and judicial proceedings, including trials, as required, such as statistical charts and photographic exhibits.

When entering a Federal job at a grade level lower than the highest promotion potential level, you may be promoted to more complex duties and work more independently, as your
career progresses.

Back to top
Qualifications and Evaluations

This position is designated as Moderate Risk and requires a background investigation.  Unless an appropriate background investigation is
already on record with the Office of Personnel Management, you must undergo a background investigation.

If you are selected, a pre-employment background check is required.
You must be a U.S. citizen.
You must submit a resume and required documents (see How to Apply section).

We will review your resume and required documents to ensure you meet the basic qualification requirements.  Your resume must address the
knowledge, skills, and abilities listed in the Qualifications section.  If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the online assessment.  Your responses to the online assessment will be used to measure the degree to
which your background matches the requirements for the position.  You are being evaluated under the category rating method which means, if
you are determined to be qualified, you will be placed into the ‘Best Qualified’, ‘Well Qualified’, or ‘Qualified’ category. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire.  If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
 We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements.  If you are referred for
consideration, you may be subject to additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to as Knowledges, Skills, and Abilities (KSAs).
 However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below:

To qualify for the GS-11 level, you need to have at least one year of full-time experience equivalent to the GS-09 level defined as: Experience
reviewing, analyzing and processing electronic records; providing assistance to Attorneys during hearings, proceedings, trials or depositions;
and improving and applying electronic search criteria; - OR Ph.D. or equivalent doctoral degree; or 3 full years of progressively higher level
graduate education leading to such a degree; or LL.M., in an academic discipline related to this position. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas:

-Ability to conduct discovery record searches and reviews.

-Knowledge of eDiscovery platforms and tools.

-Ability to conduct variety of legal research.

-Prepare legal documents as assigned by Supervisor employing strong writing skills.

-Knowledge of trial preparation and evidence.

-Knowledge of legal citation rules and legal research databases.

Experience refers to paid and unpaid experience, including volunteer work done through National Service programs (e.g., Peace Corps,
AmeriCorps) and other organizations (e.g., professional; philanthropic; religious; spiritual; community, student, social). Volunteer work helps
build critical competencies, knowledge, and skills and can provide valuable training and experience that translates directly to paid
employment. You will receive credit for all qualifying experience, including volunteer experience.

Back to top
Benefits and Other Info

Join EPA in protecting human health and the environment and enjoy many work life quality options!  Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System.  To learn more about us, visit Life and Careers at EPA.

https://www.epa.gov/careers/
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Other Information:

How to Apply:

Required Documents:

Next Steps:

https://www.epa.gov/careers/salaries-and-benefits

Are you a Displaced Federal Employee?  If so, please read the Required Documents section and visit the EPA website for additional
information: EPA Announcement Policies and Procedures

EPA participates in E-Verify. E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership with
the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their newly
hired employees. For additional information:  EPA Announcement Policies and Procedures.

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility.

Position has portable work and selectee may be authorized to telework after meeting eligibility requirements if approved by the
supervisor/manager.

This position is not in the bargaining unit.

Back to top
How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the prompts to log-in/register, submit all required
documents, and complete the assessment questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document portfolio feature. 

If you cannot apply online, you must contact the Human Resources Office listed below for assistance no later than three business days prior
to the closing date of this announcement.  You must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA Announcement Policies and Procedures.

Documents to be submitted online: 

--Resume clearly stating your experience related to this position as described in the Duties section and Qualifications section.  In describing
your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   
--Responses to the online assessment questionnaire. 
--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of service), VA letter stating overall/combined
disability rating (percentage), and SF-15, if applicable; active duty service members:  submit certification from the armed forces documenting
active duty dates, expected discharge/release date, campaign medals/badges, and character of service (a certification is any written
document from the armed forces that certifies you are expected to be discharged/released from active duty service in the armed forces under
honorable conditions within 120 days after you submit the certification). 
--Displaced Federal employees under ICTAP/CTAP:  copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 

Additional information can be found on our website:  EPA Announcement Policies and Procedures.

You can track the progress of your application package via your USAJOBS account.  You will receive an acknowledgement from USAJOBS
that your submission was successful once we have received your online occupational questionnaire, resume, and any supporting
documentation.  You will be notified of the status of your application via your USAJOBS account after we conduct a qualification review of your
complete application package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience,
false statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you
provide in your resume and questionnaire responses through reference and/or background check, and/or verification of your education.  If you
are selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
http://www.monstergovernmentsolutions.com/
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is in Region 9, O�ice of Regional Counsel, Immediate O�ice.  If selected, you must
work at the location stated in this announcement.  About Region 9:  Region 9 Website

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 03/03/2021 to 03/16/2021

Salary
$78,861 - $102,526 per year

Pay scale & grade
GS 11

Location
1 vacancy in the following location:

San Francisco, CA
1 vacancy

Telework eligible
Yes—as determined by the agency policy.

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/593865000
https://www.epa.gov/aboutepa/epa-region-9-pacific-southwest
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Travel Required
Occasional travel - You may be required to travel up to 25% of each month.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-Time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Position sensitivity and risk
Moderate Risk (MR)

Trust determination process
Suitability/Fitness

Announcement number
CI-R9-MP-2021-0021

Control number
593865000

T H I S  J O B  I S  O P E N  T O

 Help

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/individuals-with-disabilities/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
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Individuals with disabilities

Federal employees - Competitive service
Current or former competitive service federal employees.

Career transition (CTAP, ICTAP, RPL)
Federal employees who meet the definition of a "surplus" or "displaced" employee.

Land & base management
Certain current or former term or temporary federal employees of a land or base management agency.

Military spouses

Peace Corps & AmeriCorps Vista

Special authorities
Individuals eligible under a special authority not listed above, but defined in the federal hiring
regulations.

Veterans

Clarification from the agency
-Current federal employee with competitive status; reinstatement eligible; ICTAP/CTAP
eligible -Current/former federal employee eligible under misc act/authority/agreement
(e.g., land management, postal service, interchange agreement) -Veteran who is preference
eligible or has separated from the armed forces under honorable conditions a�er 3 years or
more of continuous active service (VEOA) -Applicant eligible for noncompetitive
appointment (e.g., Schedule A, Peace Corps, VRA) -PHS O�icer

Duties
At the entry level of this position, you will:

Coordinate and manage responses to FOIA requests as part of a centralized Regional FOIA
Team; track and process FOIA requests while adhering to the procedures specified under
FOIA and Agency guidance.

 Help

https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/individuals-with-disabilities/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/#transition
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/land-management/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/military-spouses/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/peace-corps/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/special-authorities
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/
https://www.usajobs.gov/Help/how-to/job-announcement/duties/
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Assist the regional sta� Attorney's in preparation for administrative and civil litigation,
including dra�ing correspondence, dra�ing litigation reports consistent with guidance,
preparation of discovery documents, administrative records, pleadings, a�idavits, motions
to dismiss, motions for summary judgment and other documents.

Assist with all administrative processes and electronic systems.  
 

When entering a Federal job at a grade level lower than the highest promotion potential level,
you may be promoted to more complex duties and work more independently, as your career
progresses.

Requirements
Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must submit a resume and required documents--see How to Apply section.

• EPA and non-EPA applicants must submit transcripts/course listings.

• You may be required to travel up to 25% of each month.

• You must be a U.S. citizen.

If you are selected, you may be required to complete a one-year probationary period.

This position is designated as Moderate Risk and requires a background investigation.  Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation.  All conditions of the pre-
employment security process must be met before an o�icial letter of employment can be issued
with a report for duty date.

You must meet time in grade requirements no later than 30 calendar days a�er the closing date
of this announcement.

Qualifications

You do not need a degree to qualify for this position.

We are looking for at least one year of specialized experience related to this position as
described below:

 Help

https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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To qualify for the GS-11 level you need to have at least one year of full-time experience
equivalent to the GS-09 level defined as reviewing, analyzing and processing electronic records;
providing assistance to Attorney's during hearings, proceedings, trials or depositions; improving
and applying electronic search criteria.

- OR Ph.D. or equivalent doctoral degree; or 3 full years of progressively higher level graduate
education leading to such a degree; or LL.M., in an academic discipline related to this position 
- OR an equivalent combination of education and experience.

Your answers to the online assessment will be used to evaluate your competencies in the
following areas: 

1. Knowledge and skill to e�ectively plan, direct and coordinate the activities to conduct the
review, evaluation, and processing of FOIA requests and eDiscovery.

2. Knowledge of civil and criminal provisions of environmental protection statutes and an
extensive working knowledge of the enforcement aspects of the statues and regulations
administered by the 
O�ice and various actions utilized to implement them.

3. Skill in performing extensive and thorough legal research into the legislative history,
precedent cases, decisions, and opinions that may be applicable to particular legal matters.

4. Skill in investigating and becoming thoroughly familiar with subject matter details involved
in a case or legal matter; determine the specific data needed and best approach to obtain
this data or to determine relevance or su�iciency of available legal and technical or other
related data.

5. Knowledge of the Agency's mission and the skill to interpret and apply the federal
environmental statutes and the Agency's policies, regulations, objectives and guidance as
they relate to the enforcement of administrative actions.

6. Knowledge of business principles and techniques, including information technology tools,
and ability to apply them in analyzing voluminous, complex and o�en incomplete records.
Ability to use Lexis, Relativity, Adobe Pro, and other computer assisted legal research,
records management and eDiscovery tools as well as traditional law library case books,
reporters and trade publications.

7. Skill in written communication to prepare reports, memoranda, a�idavits and FOIA
requests.

8. Skill in oral communication to consult with and document communications with agency
personnel and FOIA requests in which conclusion must be supported legally and factually
and must be presented in a logical manner with correct grammar.
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Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional, philanthropic, religious, spiritual, community, student, social). Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment. You will receive credit for all qualifying
experience, including volunteer experience.

If you have part-time work experience, read this: EPA Announcement Policies and Procedures

Additional information

Read more

Benefits

This position is in the bargaining unit.

Are you a Displaced Federal Employee?  If so, please read the Required Documents section and
visit the EPA website for additional information: EPA Announcement Policies and Procedures

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements.  If you are referred for consideration, you may be subject to
additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to

http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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as Knowledge, Skills, and Abilities (KSAs).  However, your resume should clearly show
possession of these competencies.

To preview questions please click here.

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to submit online (you should redact your social security number, date of birth, and
other personal information):

-Resume clearly stating your experience related to this position as described in the Duties and
Qualifications sections. Your experience description needs to be clear/specific--we may not
make assumptions regarding your experience.

-Responses to online assessment questionnaire (must complete online--it’s not a document you
upload).

-College transcripts - if qualifying based on education or combination of experience/education,
you must submit uno�icial transcripts or list of courses that includes school attended, school
address, course titles, grades earned, completion dates, department, and quarter/semester
hours earned. (O�icial transcripts aren't required at the time of application; if you’re selected,
you must provide o�icial transcripts before you start work.) IF EDUCATION WAS COMPLETED AT
A FOREIGN INSTITUTION: You must submit an equivalency evaluation with your application as
described here: EPA Announcement Policies and Procedures

-Veterans: DD-214 Member 4 copy (or other copy indicating character of service), VA letter stating
overall/combined disability rating (%), and SF-15 (use current form: SF-15, if applicable (see
page 2 of SF-15 for documents that can be submitted in lieu of DD-214/VA letter); active duty
service members: submit certification from the armed forces documenting active duty dates,

 Help

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=67989
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures
https://www.opm.gov/forms/pdf_fill/sf15.pdf
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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expected discharge/release date, campaign medals/badges, and character of service
(certification is any written document from the armed forces certifying you’re expected to be
discharged/released from active duty service in the armed forces under honorable conditions
within 120 days a�er you submit the certification). If you’re a veteran with a disability and want
to be considered for employment through the Schedule A noncompetitive process, provide
documentation as indicated in the noncompetitive appointment bullet below.

-Displaced Federal employees (ICTAP/CTAP): most recent performance appraisal, proof of
eligibility, and most current SF-50 noting position, grade level, tenure, and duty station.

-Current/Former Federal Employees: You must submit Notification(s) of Personnel Action (SF-50)
that includes Position Title, Grade or Level, and Duty Station. SF-50(s) must prove you’re eligible
to apply and have met time-in-grade: 
• ELIGIBILITY - You must provide SF-50(s) demonstrating you meet the criteria in the Clarification
from the Agency section at the top right of this announcement (the most common eligibility
requirements are Competitive Status [Block 24/Tenure and Block 34/Position Occupied on the
SF-50] and In the Commuting Area [Block 39/Duty Station on the SF-50]). 
• TIME-IN-GRADE - If you’re applying for a higher grade, you must provide SF-50(s)
demonstrating you have completed a minimum of 52 weeks in a position at the next lower
grade. The next lower grade is identified in the Qualifications section of this announcement.
(Some SF-50 examples that can prove you’ve met time-in-grade include promotions, within-
grade increases, and SF-50s dated a year apart within the same grade/job.)

-Current Federal Employees: You must submit your most recent completed annual performance
appraisal dated within the last 18 months (if it isn’t dated within the last 18 months or you
haven’t received a performance appraisal, you must upload a signed/dated explanation why).
You only need to upload the page that shows overall rating and manager/supervisor’s signature,
not the entire document. If your performance appraisal was conducted virtually, a supervisory
email certifying your end-of-year review/rating was completed and the date it occurred is
acceptable documentation in lieu of the supervisor’s signature on the performance appraisal
document; the overall rating must also be provided on either the email or the performance
appraisal document.

-If you are applying for a noncompetitive appointment, you must submit additional documents
to prove your eligibility: 
• Schedule A - To be considered for employment through the Schedule A noncompetitive
process for people with severe physical disabilities, psychiatric disabilities, and intellectual
disabilities, provide documentation stating you’re eligible for employment under the Schedule A
hiring authority, 5 CFR 213.3102(u). Documentation must be on letterhead and include a
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signature and can be obtained from a licensed medical professional; a licensed vocational
rehabilitation specialist; or any Federal agency, state agency, or agency of the District of
Columbia or a US territory that issues or provides disability benefits. For more information:
Schedule A Hiring Authority. Sample Letters 
• Other - Provide documentation that supports your eligibility for noncompetitive appointment. 
Learn more about noncompetitive appointments: Special Appointment Authorities

Learn more about submitting documentation: Uploading Documents

If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire. To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes.

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature.

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement. You
must provide complete application materials by the day the announcement closes.

For detailed instructions to assist you in ensuring your application package is received, go to <a
href="https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-

https://www.opm.gov/policy-data-oversight/disability-employment/getting-a-job/#url=Schedule-A-Hiring-Authority
https://www.opm.gov/policy-data-oversight/disability-employment/getting-a-job/sampleschedaletters.pdf
https://www.opm.gov/FAQs/QA.aspx?fid=de14aff4-4f77-4e17-afaa-fa109430fc7b&pid=8f814f58-3b23-4ad2-a246-1f620c32f61a
https://www.usajobs.gov/Help/how-to/account/documents/upload/
http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
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Next steps

procedures/">EPA Announcement Policies and Procedures</a>.

Agency contact information

 Kaitlin Gray

Phone

513-569-7343

Fax

513-569-7826

Email

gray.kaitlin@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources O�ice  
26 West Martin Luther King Drive  
Cincinnati, Ohio 45268 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account. You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package. You will be contacted if further
evaluation or interviews are required. Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration. We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education. If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent

tel:513-569-7343
mailto:gray.kaitlin@epa.gov


11/29/21, 11:50 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/593865000 11/14

 Print

This job announcement has closed

The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

Reviewing applications

Open & closing dates
 03/03/2021 to 03/16/2021

Salary
$78,861 - $102,526 per year

Pay scale & grade
GS 11

Location
1 vacancy in the following location:

San Francisco, CA
1 vacancy

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Occasional travel - You may be required to travel up to 25% of each month.

Relocation expenses reimbursed
No

Appointment type

 Help

https://www.usajobs.gov/GetJob/PrintPreview/593865000
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Permanent

Work schedule
Full-Time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Position sensitivity and risk
Moderate Risk (MR)

Trust determination process
Suitability/Fitness

Announcement number
CI-R9-MP-2021-0021

Control number
593865000

 Account

Home

Profile

javascript:void(0);
https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Applicant/Profile/Dashboard
https://www.usajobs.gov/Applicant/Profile/
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USAJOBS is a United States O�ice of Personnel Management website.

   

EEO Policy Statement

Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Documents

Saved jobs

Saved searches

 Help

Help center

About USAJOBS

FAQs

Get started

How to…

Working in government

https://www.opm.gov/
https://www.facebook.com/USAJOBS
https://www.linkedin.com/company/usajobs
https://twitter.com/USAJOBS
https://www.youtube.com/user/usajobsapp
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/preference/
https://www.usajobs.gov/Help/legal-and-regulatory-guidance/
https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://www.usajobs.gov/Applicant/Document/Resumes
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
https://www.usajobs.gov/Help/
https://www.usajobs.gov/Help/About/
https://www.usajobs.gov/Help/faq/
https://www.usajobs.gov/Help/Get-Started/
https://www.usajobs.gov/Help/how-to/
https://www.usajobs.gov/Help/working-in-government
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Privacy Policy

USA.gov

https://usajobs.gov/help/privacy/
http://www.usa.gov/
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is in Region 10, O�ice of Regional Counsel.  If selected, you must work at the
location stated in this announcement.  About Region 10:  EPA Region 10

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 06/28/2021 to 07/02/2021

Salary
$84,886 - $110,356 per year

Pay scale & grade
GS 12

Location
1 vacancy in the following location:

Seattle, WA
1 vacancy

Telework eligible
Yes—as determined by the agency policy.

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/605821300
https://www.epa.gov/aboutepa/epa-region-10-pacific-northwest
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Travel Required
Occasional travel - You may be required to travel up to 25% of each month.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

Announcement number
CI-R10-OT-2021-0026

Control number
605821300

T H I S  J O B  I S  O P E N  T O

Career transition (CTAP, ICTAP, RPL)
Federal employees who meet the definition of a "surplus" or "displaced" employee.

Veterans

 Help

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/#transition
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/


11/29/21, 11:49 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/605821300 3/12

Clarification from the agency
You may apply if you: 1-Are an ICTAP or EPA CTAP eligible in the commuting area of Seattle,
WA; or 2-Live anywhere as a preference eligible veteran or honorably discharged from the
armed services a�er 3 years or more of continuous active service (VEOA).

Duties
You will:

Under the direction of a regional sta� attorney, assist in the preparation of administrative
and judicial actions including, dra�ing correspondence and legal documents, preparing
administrative records, supporting negotiations and coordinating the preparation of legal
documents.

Conduct legal research on a variety of legal issues; search for supportive information on
own initiative form a variety of sources.

Participate in all aspects of information production overseeing and using complex
electronic discovery databases and IT tools and training others to use these tools.

Organize and maintain files for complex cases; obtain and review reports, correspondence
and court documents; manage the ORC records system. The work includes varied duties
requiring many di�erent and unrelated processes and methods applied to a broad range of
activities or substantial depth of analysis typical for an administrative or professional field.

Determine the most e�ective manner for obtaining factual information and e�iciently
utilizes sophisticated investigative techniques; i.e., records and documents analysis,
confidential sources, various information gathering techniques, etc., as well as developing
techniques to better promote compliance and detect violations of law.

 Help

Requirements
Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must submit a resume and required documents--see How to Apply section.

• You must be a U.S. citizen.

If you are selected, you may be required to complete a one-year probationary period.

 Help

https://www.usajobs.gov/Help/how-to/job-announcement/duties/
https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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This position is designated as Moderate Risk and requires a background investigation. Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation. All conditions of the pre-
employment security process must be met before an o�icial letter of employment can be issued
with a report for duty date.

You must meet time in grade requirements no later than 30 calendar days a�er the closing date
of this announcement.

Qualifications

You do not need a degree to qualify for this position.

We are looking for at least one year of specialized experience related to this position as
described below:

To qualify for the GS-12 level, you need to have at least one year of full-time experience
equivalent to the GS-11 level defined as providing legal support to one or more attorneys,
including legal research, writing, document compilation/review/formatting, and/or assistance
with litigation. 

Your answers to the online assessment will be used to evaluate your competencies in the
following areas: 

1. Skill in written communication.

2. Ability to work independently to plan, direct, organize, and coordinate work to be
accomplished by target dates.

3. Ability to analyze, weigh evidence, reach conclusions, and recommend decisions.

4. Ability to detect subtle discrepancies in information, distinguish between relevant and
irrelevant information, and prepare reports.

5. Skill in oral communication.

6. Knowledge of the required electronic discovery databases and IT tools.

7. Skill in establishing deadlines and priorities.

8. Knowledge and skill to e�ectively plan, direct and coordinate the activities to respond to
production requests.

9. Knowledge of discovery rules and procedures and policies regarding records management.

10. Skill in organizing and maintaining files.
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11. Knowledge of Freedom of Information Act (FOIA) requirements and procedures su�icient to
perform analysis, evaluation and review of documents.

12. Ability to train personnel regarding FOIA and records management.

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional, philanthropic, religious, spiritual, community, student, social).  Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment.  You will receive credit for all qualifying
experience, including volunteer experience.

If you have part-time work experience, read this:  EPA Announcement Policies and Procedures.

Additional information

Read more

Benefits

Are you a Displaced Federal Employee?  If so, please read the Required Documents section and
visit the EPA website for additional information: EPA Announcement Policies and Procedures

EPA participates in E-Verify E-Verify is an Internet based system operated by the Department of

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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qualification requirements.  If you are referred for consideration, you may be subject to
additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to
as Knowledge, Skills, and Abilities (KSAs).  However, your resume should clearly show
possession of these competencies. 

To preview questions please click here.

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to submit online (you should redact your social security number, date of birth, and
other personal information): 

-Resume clearly stating your experience related to this position as described in the Duties and
Qualifications sections. Your experience description needs to be clear/specific--we may not
make assumptions regarding your experience. 

-Responses to online assessment questionnaire (must complete online--it’s not a document you
upload). 

-Veterans: DD-214 Member 4 copy (or other copy indicating character of service), VA letter stating
overall/combined disability rating (%), and SF-15 (use current form: SF-15), if applicable (see
page 2 of SF-15 for documents that can be submitted in lieu of DD-214/VA letter); active duty
service members: submit certification from the armed forces documenting active duty dates,
expected discharge/release date, campaign medals/badges, and character of service
(certification is any written document from the armed forces certifying you’re expected to be

 Help

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=68549
https://www.opm.gov/forms/pdf_fill/sf15.pdf
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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discharged/released from active duty service in the armed forces under honorable conditions
within 120 days a�er you submit the certification). If you’re a veteran with a disability and want
to be considered for employment through the Schedule A noncompetitive process, provide
documentation as indicated in the noncompetitive appointment bullet below. 

-Displaced Federal employees (ICTAP/CTAP): most recent performance appraisal, proof of
eligibility, and most current SF-50 noting position, grade level, tenure, and duty station. 

-Current/Former Federal Employees: You must submit Notification(s) of Personnel Action (SF-50)
that includes Position Title, Grade or Level, and Duty Station. SF-50(s) must prove you’re eligible
to apply and have met time-in-grade: 
• ELIGIBILITY - You must provide SF-50(s) demonstrating you meet the criteria in the Clarification
from the Agency section at the top right of this announcement (the most common eligibility
requirements are Competitive Status [Block 24/Tenure and Block 34/Position Occupied on the
SF-50] and In the Commuting Area [Block 39/Duty Station on the SF-50]). 
• TIME-IN-GRADE - If you’re applying for a higher grade, you must provide SF-50(s)
demonstrating you have completed a minimum of 52 weeks in a position at the next lower
grade. The next lower grade is identified in the Qualifications section of this announcement.
(Some SF-50 examples that can prove you’ve met time-in-grade include promotions, within-
grade increases, and SF-50s dated a year apart within the same grade/job.) 

-Current Federal Employees: You must submit your most recent completed annual performance
appraisal dated within the last 18 months (if it isn’t dated within the last 18 months or you
haven’t received a performance appraisal, you must upload a signed/dated explanation why).
You only need to upload the page that shows overall rating and manager/supervisor’s signature,
not the entire document. If your performance appraisal was conducted virtually, a supervisory
email certifying your end-of-year review/rating was completed and the date it occurred is
acceptable documentation in lieu of the supervisor’s signature on the performance appraisal
document; the overall rating must also be provided on either the email or the performance
appraisal document. 

-If you are applying for a noncompetitive appointment, you must submit additional documents
to prove your eligibility: 
• Schedule A - To be considered for employment through the Schedule A noncompetitive
process for people with severe physical disabilities, psychiatric disabilities, and intellectual
disabilities, provide documentation stating you’re eligible for employment under the Schedule A
hiring authority, 5 CFR 213.3102(u). Documentation must be on letterhead and include a
signature and can be obtained from a licensed medical professional; a licensed vocational
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rehabilitation specialist; or any Federal agency, state agency, or agency of the District of
Columbia or a US territory that issues or provides disability benefits. For more information:
Schedule A Hiring Authority & Sample Letters 
• Other - Provide documentation that supports your eligibility for noncompetitive appointment. 
Learn more about noncompetitive appointments: Special Appointment Authorities 

Learn more about submitting documentation: Uploading Documents

If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

https://www.opm.gov/policy-data-oversight/disability-employment/getting-a-job/#url=Schedule-A-Hiring-Authority
https://www.opm.gov/policy-data-oversight/disability-employment/getting-a-job/sampleschedaletters.pdf
https://www.opm.gov/FAQs/QA.aspx?fid=de14aff4-4f77-4e17-afaa-fa109430fc7b&pid=8f814f58-3b23-4ad2-a246-1f620c32f61a
https://www.usajobs.gov/Help/how-to/account/documents/upload/
http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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Next steps

Agency contact information

 HRMD-CINN

Phone

513-569-7233

Fax

513-569-7826

Email

fisher.dalin@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources O�ice  
26 West Martin Luther King Drive  
Cincinnati, Ohio 45268 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent

tel:513-569-7233
mailto:fisher.dalin@epa.gov
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 Print

This job announcement has closed

The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

Reviewing applications

Open & closing dates
 06/28/2021 to 07/02/2021

Salary
$84,886 - $110,356 per year

Pay scale & grade
GS 12

Location
1 vacancy in the following location:

Seattle, WA
1 vacancy

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Occasional travel - You may be required to travel up to 25% of each month.

Relocation expenses reimbursed
No

Appointment type

 Help

https://www.usajobs.gov/GetJob/PrintPreview/605821300
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

Announcement number
CI-R10-OT-2021-0026

Control number
605821300

 Account

Home

Profile

Documents

Saved jobs

Saved searches

javascript:void(0);
https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Applicant/Profile/Dashboard
https://www.usajobs.gov/Applicant/Profile/
https://www.usajobs.gov/Applicant/Document/Resumes
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
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USAJOBS is a United States O�ice of Personnel Management website.
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 Help

Help center

About USAJOBS
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Working in government
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Who May Apply/Clarification
From the Agency:

Appointment Type

Appointment Type Details:

Marketing Statement:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Requirements:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Current permanent EPA employees in Region 9 with competitive status  and CTAP eligibles. 

**This announcement has been extended until 01/07/2011**

Permanent

Permanent

Earth Day is every day at EPA! Our diverse workforce connects to more than just a career-we share a common passion to promote a cleaner,
healthier environment.  We consistently rank as one of the top Federal agencies in which to work, with great benefits and work flexibilities.
 See more about us here:  http://www.epa.gov.

This position, with an organizational title of Regional Hearing Clerk, is located in Region 9, Office of Regional Counsel, in San Francisco, CA.
For more information on this office, visit their website:  http://www.epa.gov/region9/

No

Back to top

Duties

At the full performance level, you will: 
Serves as the Regional Hearing Clerk analyzing, evaluating and maintaining documents generated in the administrative enforcement case process, as set forth in the Agency's
Consolidated Rules of Practice, 40 CFR Part 22. Provides support to the attorneys in the Office of Regional Counsel on various projects which include research, drafting
memoranda; analyzing statutes, regulations, policies and case law precedents. Maintains the integrity of legal information in the Office of Regional Counsel's Defensive Docket
Tracking System, legal information in the Region 9 Consent Decree Tracking System, as well as assist the Integrated Compliance Information System (ICIS) Administrator with
enforcement case information. 

At the higher grade level, your assignments will be more complex and you should need less guidance from your supervisor.

Back to top

Qualifications and Evaluations

This position is designated as Low Risk and requires a background investigation. Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation. 

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

LV-R9-MP-2011-0004

Environmental Protection Agency

Paralegal Specialist, GS-0950-07/09

12/03/2010 - 01/07/2011

Format MM/DD/YYYY

GS - 0950 07/09

USD $45,923 - USD $73,019

Full-time - Full-time

GS-11

1 Vacancy in 

No

Jennifer Crowson 
702-798-2401 
TeamVegas@epa.gov

San Francisco County, CA

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=1345&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=1345&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=1345&orgId=1
http://www.epa.gov/
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Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits:

Other Information:

How to Apply:

Required Documents:

You must meet time in grade requirements no later than 30 calendar days after the closing date of this announcement.

You must be a U.S. citizen.
You may be required to travel 1 to 5 days per month.
You must submit resume and required documents (See How to Apply Tab)

We will review your resume and required documents to ensure you meet the basic qualification requirements.  Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section.  If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment.  Your responses to the on-line assessment will be used to measure the degree
to which your background matches the requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements.

You do not need a degree to qualify for this position. 
  
We are looking for at least one year of experience related to this position as described below:   

GS-07: Experience maintaining administrative files and identifying problems associated with those files, and/or experience gathering pertinent
data to determine potential errors; OR 1 full year of graduate level education; or superior academic achievement degree in any academic
discipline. 

GS-09: Experience providing support on various projects, which could include researching and drafting memoranda, and/or analyzing
statutory regulations, and experience evaluating administrative documents for filing; OR master's or equivalent graduate degree; or 2 full
years of progressively higher level graduate education leading to such a degree; or LL.B. or J.D., if related; degree in any academic discipline. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas:   

Knowledge of administrative case content, procedures and principles; ability to analyze legal issues; ability to maintain hardcopy and
electornoic files and databases; ability to plan and organize work, and the ability to communicate both orally and in writing.

Back to top

Benefits and Other Info

Benefits will not change for current permanent EPA employees.

Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional information
http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.   To be considered, you must submit a complete application package by
11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature.   

If you cannot apply on-line, contact the Human Resources Office listed to the right for assistance at least three business days prior to the
closing date of this announcement.  Reasonable accommodations will be provided on a case-by-case basis. 

For detailed instructions to assist you in ensuring your application package is received, go to
http://epa.gov/ohr/ezhire/vacancy_requirements.htm .

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section. 
--Responses to the on-line assessment questionnaire 
--College transcripts - required to submit either unofficial transcripts or a list of courses that includes grades earned, completion dates, and
quarter or semester hours earned. 
--Displaced Federal employees under CTAP (Provide these documents: copy of your most recent performance appraisal, proof of eligibility,
and your most current SF-50 noting position, grade level, and duty location with your application.) Additional information can be found on our
web site: http://epa.gov/ohr/ezhire/vacancy_requirements.htm 
--Current EPA Employees:  You are encouraged to submit a Notification of Personnel Action (SF-50).  If you fail to provide an SF-50, we will
access your Federal employment records in e-OPF to verify your eligibility to be considered. If your eligibility for consideration cannot be
determined, your application will be rated ineligible.
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Next Steps: Access your USAJobs account to view the status of your application. Information on this process is available on the USAJobs home page
under First Time Visitors.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://www.monstergovernmentsolutions.com/
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing Statement:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Travel Required:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Any U.S. citizen may apply.

Public Trust - Background Investigation

Permanent

Permanent

Earth Day is every day at EPA! Come help us protect the environment! Our diverse workforce connects to more than just a career-we share a
common passion to promote a cleaner, healthier environment.  Discover how exciting safeguarding our natural resources and protecting
human health can be.  We consistently rank as one of the top Federal agencies in which to work, with great benefits and work flexibilities.
Find yourself at EPA. See more about us here:  http://www.epa.gov.

This position is located in Region 10, Office of Regional Counsel located in Seattle, Washington.   
For more information on this office, visit their website:  http://www2.epa.gov/aboutepa/epa-region-10-pacific-northwest

No

No

Occasional Travel
May be required

Back to top

Duties

Assists in the preparation of cases for settlement negotiations, administrative hearings, judicial litigation and appeals, including the review and analysis and evidence, witness
preparation, preparation of exhibits and documentary evidence for use at trial, organization and maintenance of voluminous case information and compilation of administrative
records. 

Drafts legal correspondence, memoranda, and pleadings for administrative actions, judicial litigation and/or legal counseling matters. 

Participates in all aspects of information production overseeing and using complex electronic discovery databases and IT tools and training others to use these tools. 

Conducts legal research and stays abreast of current case law and agency practices concerning ediscovery. Coordinates responses and serves as the primary point of contact for
the collection, processing, review, and production phases of discovery. Helps prepare privilege logs and supporting affidavits. Tracks and maintains the litigation hold database for
the Region. 

Responsible for responding to requests under the Freedom of Information Act. 

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

LV-R10-DE-2015-0001

Environmental Protection Agency

Paralegal Specialist, GS-0950-11/12

12/04/2014 - 12/17/2014

Format MM/DD/YYYY

GS - 0950 11/12

USD $61,867 - USD $96,398

Full-time - Full-time

GS-12

1 Vacancy in 

No

Nicole Wilson 
702-798-2401 
TeamVegas@epa.gov

Seattle, WA, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=58307&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=58307&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=58307&orgId=1
http://www.epa.gov/
http://www2.epa.gov/aboutepa/epa-region-10-pacific-northwest
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits:

Other Information:

Investigates facts concerning violations using various information gathering techniques, including directly interviewing fact witnesses and experts. 

Conducts research to locate and establish liability of entities responsible for environmental cleanup and/or violation of environmental laws. 

Conducts legal research on a variety of legal issues. Provides statutory and regulatory interpretation for Agency personnel by researching statutes, legislative history, regulations
and governing policy.  Prepares appropriate legal memoranda or other appropriate summaries.

Back to top

Qualifications and Evaluations

This position is designated as Moderate Risk and requires a background investigation.  Unless an appropriate background investigation is
already on record with the Office of Personnel Management, you must undergo a background investigation. 

If you are selected, you must complete a one year probationary period.

If you are selected, a pre-employment background check is required.
Position has portable work and selectee may be eligible to telework.
You must be a U.S. citizen.
You must submit resume and required documents (See How to Apply).

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position. You are being evaluated under the category rating method which means, if
you are determined to be qualified, you will be placed into the Best Qualified, Well Qualified, or Qualified Category. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE: We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 
We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-11 level, your resume must reflect at least one year of full time experience utilizing a legal database to conduct legal
research and electronic discovery (ediscovery) - OR Ph.D. or equivalent doctoral degree; or 3 full years of progressively higher level graduate
education leading to such a degree; or LL.M., in any academic discipline. 

To qualify for the GS-12 level, your resume must reflect at least one year of full time experience utilizing a legal database to conduct legal
research and electronic discovery (ediscovery) and preparing legal documents. 

Knowledge, Skills and Abilities: 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas: 

Knowledge of litigation procedures; Knowledge of technology applications; Skill in conducting legal research; Skill in conducting investigative
activities; Ability to work as part of a team; Skill in document management; Skill in written communication; Skill in customer service.

Back to top

Benefits and Other Info

Join EPA in protecting human health and the environment and enjoy many work life quality options! Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System. The following Web addresses are provided for your reference to explore the major benefits
offered to most Federal employees. To find out more visit  
Benefits.  To learn more about us, visit Life and Careers at EPA.

This position is in the bargaining unit. 

Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional information
http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 

EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility.

Back to top

http://www.usajobs.gov/ResourceCenter/Index/Interactive/Benefits#icc
http://www.epa.gov/careers/
http://epa.gov/ohr/ezhire/vacancy_requirements.htm
http://epa.gov/ohr/ezhire/vacancy_requirements.htm
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How to Apply:

Required Documents:

Next Steps:

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.   To be considered, you must submit a complete application package by
11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement.  You must provide complete application materials by the closing date of this announcement. 

For detailed instructions to assist you in ensuring your application package is received, go to 
http://epa.gov/ohr/ezhire/vacancy_requirements.htm.

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific. For each period of experience listed, you must include the description of
duties, hours worked (full time/part time) and dates worked.  We may not make assumptions regarding your experience.   
--Responses to the on-line assessment questionnaire. 
--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy, VA Letter, and SF-15, if applicable; active duty military submit statement of
service from commanding officer documenting dates of active duty and any campaign medals/badges; include character of service. 
--Displaced Federal employees under ICTAP/CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 

Additional information can be found on our web site: http://epa.gov/ohr/ezhire/vacancy_requirements.htm

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://epa.gov/ohr/ezhire/vacancy_requirements.htm
http://epa.gov/ohr/ezhire/vacancy_requirements.htm
http://www.monstergovernmentsolutions.com/
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing Statement:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Travel Required:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Current federal employees with competitive status; reinstatement eligibles; and candidates applying under the EPA Career Transition
Assistance Program or the Interagency Career Transition Assistance Program. 

Veterans who are preference eligibles or who have been separated from the armed services under honorable conditions after 3-years or more
of continuous active service. 

Applicants eligible for non-competitive appointment.

Public Health Service Officers.

Public Trust - Background Investigation

Permanent

Permanent

Earth Day is every day at EPA! Come help us protect the environment! Our diverse workforce connects to more than just a career-we share a
common passion to promote a cleaner, healthier environment.  Discover how exciting safeguarding our natural resources and protecting
human health can be.  We consistently rank as one of the top Federal agencies in which to work, with great benefits and work flexibilities.
Find yourself at EPA. See more about us here:  http://www.epa.gov.

This position is located in Region 10, Office of Regional Counsel located in Seattle, Washington.   
For more information on this office, visit their website:  http://www2.epa.gov/aboutepa/epa-region-10-pacific-northwest

No

No

Occasional Travel
May be required

Back to top

Duties

Assists in the preparation of cases for settlement negotiations, administrative hearings, judicial litigation and appeals, including the review and analysis and evidence, witness
preparation, preparation of exhibits and documentary evidence for use at trial, organization and maintenance of voluminous case information and compilation of administrative
records. 

Drafts legal correspondence, memoranda, and pleadings for administrative actions, judicial litigation and/or legal counseling matters. 

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

LV-R10-MP-2015-0002

Environmental Protection Agency

Paralegal Specialist, GS-0950-11/12

11/26/2014 - 12/17/2014

Format MM/DD/YYYY

GS - 0950 11/12

USD $61,867 - USD $96,398

Full-time - Full-time

GS-12

1 Vacancy in 

No

Nicole Wilson 
702-798-2401 
TeamVegas@epa.gov

Seattle, WA, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=58244&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=58244&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=58244&orgId=1
http://www.epa.gov/
http://www2.epa.gov/aboutepa/epa-region-10-pacific-northwest
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits:

Other Information:

Participates in all aspects of information production overseeing and using complex electronic discovery databases and IT tools and training others to use these tools. 

Conducts legal research and stays abreast of current case law and agency practices concerning ediscovery. Coordinates responses and serves as the primary point of contact for
the collection, processing, review, and production phases of discovery. Helps prepare privilege logs and supporting affidavits. Tracks and maintains the litigation hold database for
the Region. 

Responsible for responding to requests under the Freedom of Information Act. 

Investigates facts concerning violations using various information gathering techniques, including directly interviewing fact witnesses and experts. 

Conducts research to locate and establish liability of entities responsible for environmental cleanup and/or violation of environmental laws. 

Conducts legal research on a variety of legal issues. Provides statutory and regulatory interpretation for Agency personnel by researching statutes, legislative history, regulations
and governing policy.  Prepares appropriate legal memoranda or otherappropriate summaries.

Back to top

Qualifications and Evaluations

This position is designated as Moderate Risk and requires a background investigation.  Unless an appropriate background investigation is
already on record with the Office of Personnel Management, you must undergo a background investigation. 

You must meet time in grade requirements no later than 30 calendar days after the closing date of this announcement.

If you are selected, a pre-employment background check is required.
Position has portable work and selectee may be eligible to telework.
You must be a U.S. citizen.
You must submit resume and required documents (See How to Apply).

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
 However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 
We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-11 level, your resume must reflect at least one year of full time experience equivalent to the GS-09 level utilizing a legal
database to conduct legal research and electronic discovery (ediscovery) - OR Ph.D. or equivalent doctoral degree; or 3 full years of
progressively higher level graduate education leading to such a degree; or LL.M., in any academic discipline. 

To qualify for the GS-12 level, your resume must reflect at least one year of full time experience at the GS-11 level utilizing a legal database to
conduct legal research and electronic discovery (ediscovery) and preparing legal documents.

Knowledge, Skills and Abilities: 
Your answers to the on-line assessment will be used to evaluate your competencies in the following areas: 

Knowledge of litigation procedures; Knowledge of technology applications; Skill in conducting legal research; Skill in conducting investigative
activities; Ability to work as part of a team; Skill in document management; Skill in written communication; Skill in customer service.

Back to top

Benefits and Other Info

Join EPA in protecting human health and the environment and enjoy many work life quality options! Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System. The following Web addresses are provided for your reference to explore the major benefits
offered to most Federal employees. To find out more visit  
Benefits.  To learn more about us, visit Life and Careers at EPA.

This position is in the bargaining unit. 

Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional information
http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 

EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,

http://www.usajobs.gov/ResourceCenter/Index/Interactive/Benefits#icc
http://www.epa.gov/careers/
http://epa.gov/ohr/ezhire/vacancy_requirements.htm
http://epa.gov/ohr/ezhire/vacancy_requirements.htm
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How to Apply:

Required Documents:

Next Steps:

Sections 3302 and 3361. 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.   To be considered, you must submit a complete application package by
11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement.  You must provide complete application materials by the closing date of this announcement. 

For detailed instructions to assist you in ensuring your application package is received, go to 
http://epa.gov/ohr/ezhire/vacancy_requirements.htm.

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  For each period of experience listed, you must include the description of
duties, hours worked (full time/part time) and dates worked.  We may not make assumptions regarding your experience.   
--Responses to the on-line assessment questionnaire. 
--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy, VA Letter, and SF-15, if applicable; active duty military submit statement of
service from commanding officer documenting dates of active duty and any campaign medals/badges; include character of service. 
--Displaced Federal employees under ICTAP/CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 
--Current and Former Federal Employees: You are required to submit a Notification of Personnel Action (SF-50) indicating your status
eligibility.  This SF-50 should include your Position Title, Pay Plan, Occupational Code, and Grade or Level.  If you are a current
temporary/term employee who previously held a status Federal position, you need to submit your SF-50 which shows your eligibility to be
considered.  If your eligibility for consideration cannot be determined, your application will be rated ineligible. 
--Current EPA Employees:  You are encouraged to submit a Notification of Personnel Action (SF-50).  If you fail to provide an SF-50, we will
access your Federal employment records in e-OPF to verify your eligibility to be considered. If your eligibility for consideration cannot be
determined, your application will be rated ineligible. 
--If you are applying for a noncompetitive appointment, you'll need to submit additional documents to prove your eligibility to apply to this
vacancy announcement.  If you want to learn more about noncompetitive appointments, visit OPM's web site:
http://www.opm.gov/employ/students/fedhire.asp#authorities    

If you want to know more about submitting documentation to our office, visit EPA's web site:
http://epa.gov/ohr/ezhire/vacancy_requirements.htm

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://epa.gov/ohr/ezhire/vacancy_requirements.htm
http://www.opm.gov/employ/students/fedhire.asp#authorities
http://epa.gov/ohr/ezhire/vacancy_requirements.htm
http://www.monstergovernmentsolutions.com/
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing Statement:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Any U.S. citizen may apply. 

NOTE: This announcement will remain open through 11:59 PM Eastern time on the day the 75th application is received (all applications
received on that day will be considered), or 11:59 PM Eastern time on the closing date, whichever comes first.

Public Trust - Background Investigation

Permanent

Permanent

Earth Day is every day at EPA! Come help us protect the environment! Our diverse workforce connects to more than just a career-we share a
common passion to promote a cleaner, healthier environment.  Discover how exciting safeguarding our natural resources and protecting
human health can be.  We consistently rank as one of the top Federal agencies in which to work, with great benefits and work flexibilities.
Find yourself at EPA.  See more about us here:  http://www.epa.gov.

  
This position is located in the Office of Administrator and Resources Management, Immediate Office, Office of Administrative Law Judges,
Washington, D.C. 
For more information on this office, visit their website:  http://intranet.epa.gov/OARM/index.html.   

 

No

No

Back to top

Duties

You will:  
-Review and analyze case files, motions, and other submissions from parties and makes recommendations to the Administrative Law Judges (ALJs); 
-Prepare orders, memoranda, templates, and written correspondence for ALJs; 
-Use computerized legal research systems including Lexis, Westlaw, and federal government websites to obtain and draft legal analyses of statutory provisions, regulatory
provisions, decisions of courts and administrative tribunals, and policy documents; 
-Manage the administrative work of the ALJs including preparing index of hearing transcripts, Certificates of Service, monthly case status reports, arranges travel and courtrooms,
etc. 

When entering a Federal job at a grade level lower than the highest promotion potential level, you may be promoted to more complex duties and work more independently, as your
career progresses.

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

CI-OARM-DE-2015-0018

Environmental Protection Agency

Paralegal Specialist

06/11/2015 - 06/17/2015

Format MM/DD/YYYY

GS - 0950 11

USD $63,722 - USD $82,840

Full-time - Full-time

GS-12

No

Cathy Little 
513-569-7700 
little.catherine@epa.gov

MANY in Washington DC, DC, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=59095&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=59095&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=59095&orgId=1
http://intranet.epa.gov/OARM/index.html
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits URL:

Other Information:

How to Apply:

Required Documents:

Back to top

Qualifications and Evaluations

This position is designated as Low Risk and requires a background investigation. Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation.

If you are selected, a pre-employment background check is required.
You must submit resume and required documents (See How to Apply).
Position has portable work and selectee may be eligible to telework.
You must be a U.S. citizen.
You may be required to travel 1 to 5 days per month.

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
 However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-11 level, you need to have at least one year of full time experience defined as assisting ALJ’s in preparing orders,
drafting written and oral correspondence, and drafting memoranda for review - OR Ph.D. or equivalent doctoral degree; or 3 full years of
progressively higher level graduate education leading to such a degree; or LL.M., in any academic discipline. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas: 1) Knowledge of legal processes
(administrative litigation, Alternative Dispute Resolution (ADR), and environmental law); 2) Skill in oral communication; 3) Skill in analyzing
issues of fact and law; 4) Skill in written communication; 5) Ability to perform legal research; 6) Ability to manage and priortize the work of a
lead or supervisor.

Back to top

Benefits and Other Info

Review our Benefits

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

If you have part-time work experience, read this: http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility. 

This position is in the bargaining unit.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.   To be considered, you must submit a complete application package by
11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement.  You must provide complete application materials by the closing date of this announcement. 

For detailed instructions to assist you in ensuring your application 
package is received, go to 
http://epa.gov/ohr/ezhire/vacancy_requirements.htm.

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   
--Responses to the on-line assessment questionnaire 

https://help.usajobs.gov/index.php/Pay_and_Benefits
http://epa.gov/ohr/ezhire/vacancy_requirements.htm
http://epa.gov/ohr/ezhire/vacancy_requirements.htm
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Next Steps:

-- College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy, VA Letter, and SF-15, if applicable; active duty military submit statement of
service from commanding officer documenting dates of active duty and any campaign medals/badges; include character of service. 
--Displaced Federal employees under ICTAP/CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 

Additional information can be found on our web site: http://epa.gov/ohr/ezhire/vacancy_requirements.htm

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://www.monstergovernmentsolutions.com/
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing:

Summary:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Current permanent EPA employees in the Office of Administration and Resource Management, Office of Grants and Debarment with
competitive status and CTAP eligibles. 

  

  

  

  

  

  

  

 

Public Trust - Background Investigation

Permanent

Permanent

About the Agency

Earth Day is every day at EPA! Our diverse workforce connects to more than just a career—we share a common passion to promote a
cleaner, healthier environment.  We consistently rank as one of the top Federal agencies in which to work, with great benefits and work
flexibilities  Find yourself at EPA. 

This position is located in Office of Administration and Resource Management, Office of Grants and Debarment, Suspension and Debarment
Division, in Washington, DC.  For more information on this office, visit their website: http://www.epa.gov/oarm 

NOTE:   THIS SELECTEE FOR THIS POSITION MAY REMAIN IN THEIR CURRENT DUTY LOCATION AND WILL NOT BE REQUIRED

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

CI-OARM-MP-2014-0038

Environmental Protection Agency

Paralegal Specialist

04/24/2014 - 05/07/2014

Format MM/DD/YYYY

GS - 0950 12

USD $69,497 - USD $106,955

Full-time - Full-time

GS-12

No

Michelle Bullock-Smith 
513-569-7825 
bullock-smith.michelle@epa.gov

1 in Location Negotiable After
Selection, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=57550&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=57550&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=57550&orgId=1
http://www.epa.gov/
http://www.epa.gov/
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Supervisory Position:

Relocation Expenses
Reimbursed:

Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

TO RELOCATE.  
  
The salary will be commensurate with the duty location. 

  

  

  

  

 

No

No

Back to top

Duties

You will: 
-Search legal cases, precedents, statutes, regulations, preambles, and governing policy using any and all tools available. 
-Analyze case documents for possible patterns and trends relevant to litigation and make recommendation of whether proposed action is consistent with prior cases and
debarment. 
-Prepare Action Referral Memoranda other appropriate summary of findings to support conclusions reached, setting forth facts and issues researched and all applicable authority. 
-Conduct the review, coordination and recommendation of assigned suspension and debarment case referrals and recommendations to determine and propose compliance action
necessary to protect the public interest and integrity of EPA programs. 
-Conduct investigations of alleged misconduct related to suspension and debarment actions where EPA is acting as lead agency. 
-Conduct witness interviews, analyze findings and makes recommendations in the decision making process upon completion of the investigation. 

  

 

Back to top

Qualifications and Evaluations

If you are selected, you will be required to complete a Confidential Financial Disclosure Form prior to your first day of employment and
annually thereafter.   

This position is designated as Moderate Risk and requires a background investigation. Unless an appropriate background investigation is
already on record with the Office of Personnel Management, you must undergo a background investigation. 

You must meet time in grade requirements no later than 30 calendar days after the closing date of this announcement. 

 

You must be a U.S. citizen.
You must submit resume and required documents (See How to Apply).
Position has portable work and selectee may be eligible to telework.
If you are selected, a pre-employment background check is required.

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address
the knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will
be further evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure
the degree to which your background matches the requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification  requirements. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities
(KSAs). However, your resume should clearly show possession of these competencies.  

 

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-12 level, you need to have at least one year of full time experience defined as having the ability to investigate information
to support recommended actions, interpret and apply case law and agency regulations to cases in litigation. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas: 
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Benefits URL:

Agency Benefits:

Other Information:

How to Apply:

Required Documents:

Next Steps:

-Knowledge of general law and the interrelations of laws and decisions across media areas. 

-Knowledge of the legal aspect of environmental statutes or media area, including such complexities as corporate successor liability and
complex structures suspension and debarment regulations. 

-Knowledge of issues involving corporate successor liability; complex corporate structures and bankruptcy law. 

-Knowledge of the suspension and debarment regulations and regulations administered by the Office. 

-Knowledge of legal references, Headquarters directives, precedent decisions, court decisions, and opinions of the suspensions and
debarment program. 

-Skill in interviewing following leads, researching, records, and preparing reports summarizing findings of investigations or compliance
reviews, and preparing link analyses. 

Back to top

Benefits and Other Info

Review our Benefits

Benefits will not change for current permanent EPA employees.

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

If you have part-time work experience, read this  http://epa.gov/ohr/ezhire/vacancy_requirements.htm 

Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional information
http://epa.gov/ohr/ezhire/vacancy_requirements.htm 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA. Any travel, transportation, and relocation expenses
associated with reporting to work in this position will be your responsibility. 

This position is in the bargaining unit.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.  To be 
considered, you must submit a complete application package by 11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement. You must provide complete 
application materials by the closing date of this announcement. 

For detailed instructions to assist you in ensuring your application package is received, go to
http://epa.gov/ohr/ezhire/vacancy_requirements.htm

Documents to be submitted on-line: 

-Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   
-Responses to the on-line assessment questionnaire. 

-Displaced Federal employees under CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 
-Current EPA Employees:  You are encouraged to submit a Notification of Personnel Action (SF-50).  If you fail to provide an SF-50, we will
access your Federal employment records in e-OPF to verify your eligibility to be considered. If your eligibility for consideration cannot be
determined, your application will be rated ineligible. 

If you want to know more about submitting documentation to our office, visit EPA's web site:
http://epa.gov/ohr/ezhire/vacancy_requirements.htm

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

http://www.epa.gov/
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Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://www.monstergovernmentsolutions.com/
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Travel Required:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Any U.S. citizen may apply.

Public Trust - Background Investigation

Permanent

Permanent

About the Agency

Earth Day is every day at EPA! Our diverse workforce connects to more than just a career-we share a common passion to promote a cleaner,
healthier environment. We consistently rank as one of the top Federal agencies in which to work, with great benefits and work
flexibilities. Find yourself at EPA.  

This position is located in Region 5, Office of Regional Counsel, Multi-Media Branch I, Section III located in Chicago, IL. 

EXCEPT UNDER SPECIAL CIRCUMSTANCES, A NEW GS EMPLOYEE WILL BE HIRED AT STEP ONE OF THE APPLICABLE GS
GRADE.

No

No

Occasional Travel
May be required to travel 1-5 days per month.

Back to top

Duties

You will: 

- Conduct legal research, search legal cases, precedents, statutes, legislative history, regulations and governing policy using any and all tools available. Prepare memoranda
summarizing research results. Develop and maintain working knowledge of agency databases and online resources. 

- Prepare legal documents, i.e. memoranda of law, interrogatories, motions to produce, complaints, consent orders, for judicial and administrative proceedings under all statutes.
Prepare routine correspondence, FOIA responses and bills. 

- Assist attorneys with settlement efforts, negotiations and case resolution. Arrange for and may attend and participate in settlement conferences, meetings and phone calls
involving defendants, potential defendants, and their legal counsel. 

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

CI-R5-DE-2015-0037

Environmental Protection Agency

Paralegal Specialist

08/03/2015 - 08/07/2015

Format MM/DD/YYYY

GS - 0950 09

USD $53,041 - USD $68,950

Full-time - Full-time

GS-12

MANY Vacancies in 

No

Diane J. Fox 
513-569-7061 
fox.diane@epa.gov

Chicago, IL, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=59310&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=59310&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=59310&orgId=1
http://www.epa.gov/
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits URL:

Agency Benefits:

Other Information:

- Prepare synopses or other analyses of evidence, discussions, and meetings directed toward settlement. Assist in coordinating finalization of consent decrees, drafting and
publication of Federal Register public notices and responses to questions raised during public notice comment periods. Prepare meeting agendas and coordinate developmetn and
distribution of documents. 

-Assist attorneys with preparing cases for trial or hearing by assembling all documentary evidence, coordinating it with witness testimony and integrating it into a trial notebook.
Travel to sites to assist in discovery document reviews and monitors on site discovery review by counsel for defendants. 

- Assist attorneys with case file and document management. Manage inforamtion and documents using Microsoft and other available tools. 

Back to top

Qualifications and Evaluations

This position is designated as Low Risk and requires a background investigation. Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation. 

If you are selected, you must complete a one year probationary period.

You must submit resume and required documents (See How to Apply Tab)
This position has portable work and may be eligible to telework.
You must be a U.S. citizen.
If you are selected, a pre-employment background check is required.
EPA and non-EPA applicants must submit transcripts/course listings.

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position. You are being evaluated under the category rating method which means, if
you are determined to be qualified, you will be placed into the Best Qualified, Well Qualified, or Qualified Category. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE: We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-09 level, you need to have at least one year of full time experience defined as assisting attorneys in litigation and/or
negotiations; preparing various legal documents and correspondence OR master's or equivalent graduate degree; OR 2 full years of
progressively higher level graduate education leading to such a degree; OR LL.B. or J.D., if related; degree in any academic discipline. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas: 

1. Skill in conducting research and investigative activities. 

2. Skill in legal writing. 

3. Knowledge of litigation procedures. 

4. Ability to conduct interdependent on-site review of defendant's files and interviews with witnesses. 

5. Skill in managing documents. 

Experience refers to paid and unpaid experience, including volunteer work done through National Service programs (e.g., Peace Corps,
AmeriCorps) and other organizations (e.g., professional; philanthropic; religious; spiritual; community, student, social). Volunteer work helps
build critical competencies, knowledge, and skills and can provide valuable training and experience that translates directly to paid
employment. You will receive credit for all qualifying experience, including volunteer experience.

Back to top

Benefits and Other Info

Review our Benefits

Join EPA in protecting human health and the environment and enjoy many work life quality options! Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System. The following Web addresses are provided for your reference to explore the major benefits
offered to most Federal employees. To find out more visit  
Benefits.  To learn more about us, visit Life and Careers at EPA.

Are you a Displaced Federal Employee? If so, please read the Required Documents and visit the EPA website for additional information
http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 
This information is used to determine your qualifications for employment. The use of this information is authorized under Title 5 USC, Sections
3302 and 3361. 

https://help.usajobs.gov/index.php/Pay_and_Benefits
http://www.usajobs.gov/ResourceCenter/Index/Interactive/Benefits#icc
http://www.epa.gov/careers/
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How to Apply:

Required Documents:

Next Steps:

This position is in the bargaining unit. 

If you have part-time work experience, read this:  (http://epa.gov/ohr/ezhire/vacancy_requirements.htm) 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA. Any travel, transportation, and relocation expenses
associated with reporting to work in this position will be your responsibility. 

EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information http://epa.gov/ohr/ezhire/vacancy_requirements.htm.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire. To be considered, you must submit a complete application package by
11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement. You must provide complete application materials by the closing date of this announcement. 

For detailed instructions to assist you in ensuring your application package is received, go to 
http://epa.gov/ohr/ezhire/vacancy_requirements.htm.

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   
--Responses to the on-line assessment questionnaire 
--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy, VA Letter, and SF-15, if applicable; active duty military submit statement of
service from commanding officer documenting dates of active duty and any campaign medals/badges; include character of service. 
--Displaced Federal employees under ICTAP/CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 

Additional information can be found on our web site: http://epa.gov/ohr/ezhire/vacancy_requirements.htm

You can track the progress of your application package via your USAJobs account. You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package. You will be contacted if further evaluation or interviews are required. Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration. We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education. If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://epa.gov/ohr/ezhire/vacancy_requirements.htm
http://www.monstergovernmentsolutions.com/
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is located in Region 5, O�ice of Regional Counsel, Multi-Media Branch 1, Section 3,
Chicago, IL.  For more information on this o�ice, visit their website:  Region 5 Webpage 

If selected, you must work at the location stated in this announcement.

Except in special circumstances, those new to the federal government will be hired at the
starting salary (step 1) of the applicable grade range listed above.

One or more positions may be filled.

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 07/13/2018 to 07/19/2018

Salary
$45,703 - $72,677 per year

Pay scale & grade
GS 07 - 09

Location

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/504959300
https://www.epa.gov/aboutepa/epa-region-5
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Chicago, IL
FEW vacancies

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Occasional travel - You may be required to travel 1 to 5 days per month.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Announcement number
CI-R5-DE-2018-0009

Control number
504959300

T H I S  J O B  I S  O P E N  T O

The public

 Help

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/public/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
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U.S. Citizens, Nationals or those who owe allegiance to the U.S.

Duties
At the entry level of this position, you will:

-Conduct legal research on a variety of legal issues routinely encountered in environmental legal
work.  Incumbent searches legal case, statues, legislative history, regulations, and governing
policy, using standard techniques and methods. 

- Prepare legal documents, i.e., memoranda of law, interrogatories, motions to produce,
complaints, consent orders, for the more routine judicial and administrative proceedings under
all statutes as assigned by supervisor.

-Prepare and organize trial exhibits, as required, such as statistical charts and photographic
exhibits.

When entering a Federal job at a grade level lower than the highest promotion potential level,
you may be promoted to more complex duties and work more independently, as your career
progresses.

Who May Apply

This job is open to…

U.S. Citizens

Questions? This job is open to 1 group.

 Help

Requirements
Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must be a U.S. citizen.

 Help

https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/public/
javascript:void(0);
https://www.usajobs.gov/Help/how-to/job-announcement/duties/
https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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• You must submit a resume and required documents (see How to Apply section).

This position is designated as Low Risk and requires a background investigation.  Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation.

Qualifications

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as
described below: 

To qualify for the GS-07 level, you need to have at least one year of full-time experience
equivalent to the GS-05 level defined as : Experience in conducting interviews with potential
witnesses, dra�ing reports and legal briefs, and knowledge of various word processing
so�wares; - OR 1 full year of graduate level education; or superior academic achievement
(Superior Academic Achievement Definition) degree in an academic discipline related to this
position. 

To qualify for the GS-09 level, you need to have at least one year of full-time experience
equivalent to the GS-07 level defined as: Experience in conducting interviews with potential
witnesses, dra�ing reports and legal briefs, knowledge of various word processing so�wares and
conducting research on various legal issues; - OR master's or equivalent graduate degree; or 2
full years of progressively higher level graduate education leading to such a degree; or LL.B. or
J.D., if related; degree in an academic discipline related to this position. 

Your answers to the on-line assessment will be used to evaluate your competencies in the
following areas:

-Ability to conduct variety of legal research.

-Prepare legal documents as assigned by Supervisor employing strong writing skills.

-Knowledge of trial preparation and evidence.

-Knowledge of legal citation rules and legal research databases.

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,

https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-policies/#e4f
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professional; philanthropic; religious; spiritual; community, student, social). Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment. You will receive credit for all qualifying
experience, including volunteer experience.

Additional information

Read more

Benefits

Are you a Displaced Federal Employee?  If so, please read the Required Documents section and
visit the EPA website for additional information: EPA Announcement Policies and Procedures

EPA participates in E-Verify E-Verify is an Internet based system operated by the Department of

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position.  You are being evaluated under the category rating method which
means, if you are determined to be qualified, you will be placed into the ‘Best Qualified’, ‘Well
Qualified’, or ‘Qualified’ category. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements.  If you are referred for consideration, you may be subject to
additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to
as Knowledges, Skills, and Abilities (KSAs).  However, your resume should clearly show
possession of these competencies.

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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To preview questions please click here.

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to be submitted online: 

--Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and
specific.  We may not make assumptions regarding your experience.   
--Responses to the online assessment questionnaire.
--College transcripts - if qualifying for this position based on education or a combination of
experience and education, you are required to submit either uno�icial transcripts or a list of
courses that includes school(s) attended, school address, course title, grades earned,
completion dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of
service), VA letter stating overall/combined disability rating (percentage), and SF-15, if
applicable; active duty service members:  submit certification from the armed forces
documenting active duty dates, expected discharge/release date, campaign medals/badges,
and character of service (a certification is any written document from the armed forces that
certifies you are expected to be discharged/released from active duty service in the armed forces
under honorable conditions within 120 days a�er you submit the certification). 
--Displaced Federal employees under ICTAP/CTAP:  copy of your most recent performance
appraisal, proof of eligibility, and your most current SF-50 noting position, grade level, tenure,
and duty station. 

Additional information can be found on our website:  EPA Announcement Policies and
Procedures.

 Help

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=62796
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

Agency contact information

 Gwen Huggins

Phone

513-569-7755

http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
tel:513-569-7755
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Next steps

Fax

513-569-7826

Email

huggins.gwen@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources O�ice  
26 West Martin Luther King Drive  
Cincinnati, Ohio 45268 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period

mailto:huggins.gwen@epa.gov
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
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 Print

This job announcement has closed

Signature and false statements
Privacy Act
Social security number request

Reviewing applications

Open & closing dates
 07/13/2018 to 07/19/2018

Salary
$45,703 - $72,677 per year

Pay scale & grade
GS 07 - 09

Location

Chicago, IL
FEW vacancies

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Occasional travel - You may be required to travel 1 to 5 days per month.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service

Promotion potential
12

Job family (Series)

 Help

https://www.usajobs.gov/GetJob/PrintPreview/504959300
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Return to top

0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Announcement number
CI-R5-DE-2018-0009

Control number
504959300

 Account

Home

Profile

Documents

Saved jobs

Saved searches

 Help

Help center

About USAJOBS

FAQs

Get started

How to…

javascript:void(0);
https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Applicant/Profile/Dashboard
https://www.usajobs.gov/Applicant/Profile/
https://www.usajobs.gov/Applicant/Document/Resumes
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
https://www.usajobs.gov/Help/
https://www.usajobs.gov/Help/About/
https://www.usajobs.gov/Help/faq/
https://www.usajobs.gov/Help/Get-Started/
https://www.usajobs.gov/Help/how-to/
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USAJOBS is a United States O�ice of Personnel Management website.

   

EEO Policy Statement

Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Privacy Policy

USA.gov

Working in government

https://www.opm.gov/
https://www.facebook.com/USAJOBS
https://www.linkedin.com/company/usajobs
https://twitter.com/USAJOBS
https://www.youtube.com/user/usajobsapp
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/preference/
https://www.usajobs.gov/Help/legal-and-regulatory-guidance/
https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
http://www.usa.gov/
https://www.usajobs.gov/Help/working-in-government
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is located in Region 5, O�ice of Regional Counsel, Multi-Media Branch 2, Section 3,
Chicago, IL.  If selected, you must work at the location stated in this announcement. About
Region 5:  Region 5 

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 12/23/2019 to 12/27/2019

Salary
$46,554 - $74,024 per year

Pay scale & grade
GS 07 - 09

Location
1 vacancy in the following location:

Chicago, IL
1 vacancy

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/555024600
https://www.epa.gov/aboutepa/epa-region-5
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Telework eligible
Yes—as determined by the agency policy.

Travel Required
Occasional travel - You may be required to travel 25% of each month.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Position sensitivity and risk
Non-sensitive (NS)/Low Risk

Trust determination process
Suitability/Fitness

Announcement number
CI-R5-DE-2020-0010

Control number
555024600

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
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T H I S  J O B  I S  O P E N  T O

The public
U.S. Citizens, Nationals or those who owe allegiance to the U.S.

Clarification from the agency
U.S. Citizens

 Help

Duties
At the entry level of this position, you will:

-Search for and summarize relevant articles in trade magazines, law reviews, published studies,
financial reports, and similar materials for use of attorneys in the preparation of opinions, briefs,
and other legal documents. 

-Prepare digests of selected decisions or opinions which incorporate legal references and
analyses of precedents involved in areas of well-defined and settled points of law.

-Prepare and organize trial exhibits, as required, such as statistical charts and photographic
exhibits.

-Verify citations and legal references on prepared legal documents.

When entering a Federal job at a grade level lower than the highest promotion potential level,
you may be promoted to more complex duties and work more independently, as your career
progresses.

 Help

Requirements
Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must be a U.S. citizen.

• You must submit a resume and required documents--see How to Apply section.

• EPA and non-EPA applicants must submit transcripts/course listings.

 Help

https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/public/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
https://www.usajobs.gov/Help/how-to/job-announcement/duties/
https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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This position is designated as Low Risk and requires a background investigation.  Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation.

If you are selected, you may be required to complete a one-year probationary period.

Qualifications

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as
described below: 

To qualify for the GS-07 level, you need to have at least one year of full-time experience
equivalent to the GS-05 level defined as experience in conducting interviews with potential
witnesses, dra�ing reports and legal briefs, and knowledge of various word processing
so�wares; - OR 1 full year of graduate level education; or superior academic achievement
(Superior Academic Achievement Definition) degree in an academic discipline related to this
position - OR an equivalent combination of education and experience. 

To qualify for the GS-09 level, you need to have at least one year of full-time experience
equivalent to the GS-07 level defined as experience in conducting interviews with potential
witnesses, dra�ing reports and legal briefs, knowledge of various word processing so�wares and
conducting research on various legal issues; - OR master's or equivalent graduate degree; or 2
full years of progressively higher level graduate education leading to such a degree; or LL.B. or
J.D., if related; degree in an academic discipline related to this position - OR an equivalent
combination of education and experience. 

Your answers to the on-line assessment will be used to evaluate your competencies in the
following areas:

-Knowledge of legal reference sources and commonly used legal research procedures and
methods.

-Ability to locate, analyze, and prepare reports on pertinent statutes, court decisions, legal
opinions, and other legal documents.

-Ability to identify the factual and legal issues and the relevant evidence to prepare summaries
of precedent cases, interviews, and related case material for the attorney's use.

https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-policies/#e4f
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-Ability to use legal reference sources and legal research procedures and methods su�icient to
locate, analyze, and prepare reports on pertinent statutes, court decisions, legal opinions, and
other legal documents.

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional, philanthropic, religious, spiritual, community, student, social).  Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment.  You will receive credit for all qualifying
experience, including volunteer experience.

If you have part-time work experience, read this:  EPA Announcement Policies and Procedures.

Additional information

Read more

Benefits

Are you a Displaced Federal Employee?  If so, please read the Required Documents section and
visit the EPA website for additional information: EPA Announcement Policies and Procedures

EPA participates in E-Verify E-Verify is an Internet based system operated by the Department of

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position.  You are being evaluated under the category rating method which
means, if you are determined to be qualified, you will be placed into the ‘Best Qualified’, ‘Well
Qualified’, or ‘Qualified’ category. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements.  If you are referred for consideration, you may be subject to
additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to
as Knowledges, Skills, and Abilities (KSAs).  However, your resume should clearly show
possession of these competencies.

To preview questions please click here.

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to be submitted online: 

--Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and
specific.  We may not make assumptions regarding your experience.

--Responses to the online assessment questionnaire (you must complete this online - it is not a
document you need to upload).

--College transcripts - if qualifying for this position based on education or a combination of
experience and education, you are required to submit either uno�icial transcripts or a list of
courses that includes school(s) attended, school address, course title, grades earned,     
completion dates, department, and quarter or semester hours earned.  NOTE:  O�icial
educational transcripts are not required at the time of application; however, if you are selected,
you must provide o�icial transcripts before you start work with EPA.

 Help

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=65620
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of
service), VA letter stating overall/combined disability rating (percentage), and SF-15, if
applicable; active duty service members:  submit certification from the armed forces
documenting active duty dates, expected discharge/release date, campaign medals/badges,
and character of service (a certification is any written document from the armed forces that
certifies you are expected to be discharged/released from active duty service in the armed forces
under honorable conditions within 120 days a�er you submit the certification).

--Displaced Federal employees under ICTAP/CTAP:  copy of your most recent performance
appraisal, proof of eligibility, and your most current SF-50 noting position, grade level, tenure,
and duty station. 

Additional information can be found on our website:  EPA Announcement Policies and
Procedures.

If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
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Next steps

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

Agency contact information

 Yvonne Tyler

Phone

513-569-7968

Fax

513-569-7826

Email

tyler.yvonne@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources O�ice  
26 West Martin Luther King Drive  
Cincinnati, Ohio 45268 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
tel:513-569-7968
mailto:tyler.yvonne@epa.gov
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 Print

This job announcement has closed

attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

Reviewing applications

Open & closing dates
 12/23/2019 to 12/27/2019

Salary
$46,554 - $74,024 per year

Pay scale & grade
GS 07 - 09

Location
1 vacancy in the following location:

Chicago, IL
1 vacancy

Telework eligible

 Help

https://www.usajobs.gov/GetJob/PrintPreview/555024600
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Yes—as determined by the agency policy.

Travel Required
Occasional travel - You may be required to travel 25% of each month.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Position sensitivity and risk
Non-sensitive (NS)/Low Risk

Trust determination process
Suitability/Fitness

Announcement number
CI-R5-DE-2020-0010

Control number
555024600

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
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Return to top

USAJOBS is a United States O�ice of Personnel Management website.
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FOIA

Inspector General

No Fear Act Data

Privacy Policy
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is located in Region 5, O�ice of Regional Counsel, Multi-Media Branch 2, Section 3,
Chicago, IL.  If selected, you must work at the location stated in this announcement. About
Region 5:  Region 5 

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 08/05/2020 to 08/11/2020

Salary
$47,965 - $76,274 per year

Pay scale & grade
GS 07 - 09

Location
1 vacancy in the following location:

Chicago, IL
1 vacancy

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/575304500
https://www.epa.gov/aboutepa/epa-region-5
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Telework eligible
Yes—as determined by the agency policy.

Travel Required
Occasional travel - You may be required to travel 25% of each month.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

Position sensitivity and risk
Non-sensitive (NS)/Low Risk

Trust determination process
Suitability/Fitness

Announcement number
CI-R5-DE-2020-0031

Control number
575304500

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
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T H I S  J O B  I S  O P E N  T O

The public
U.S. Citizens, Nationals or those who owe allegiance to the U.S.

Clarification from the agency
U.S. Citizens

 Help

Duties
At the entry level of this position, you will:

-Search for and summarize relevant articles in trade magazines, law reviews, published studies,
financial reports, and similar materials for use of attorneys in the preparation of opinions, briefs,
and other legal documents. 

-Prepare digests of selected decisions or opinions which incorporate legal references and
analyses of precedents involved in areas of well-defined and settled points of law.

-Prepare and organize trial exhibits, as required, such as statistical charts and photographic
exhibits.

-Verify citations and legal references on prepared legal documents.

When entering a Federal job at a grade level lower than the highest promotion potential level,
you may be promoted to more complex duties and work more independently, as your career
progresses.

 Help

Requirements
Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must be a U.S. citizen.

• You must submit a resume and required documents--see How to Apply section.

• EPA and non-EPA applicants must submit transcripts/course listings.

 Help

https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/public/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
https://www.usajobs.gov/Help/how-to/job-announcement/duties/
https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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This position is designated as Low Risk and requires a background investigation.  Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation.

If you are selected, you may be required to complete a one-year probationary period.

Qualifications

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as
described below:

To qualify for the GS-07 level, you need to have at least one year of full-time experience
equivalent to the GS-05 level defined as experience in providing assistance to attorneys by
organizing, tracking and preparing complex case and work files including electronic files and
databases; or providing assistance to attorneys for hearings, proceedings, trials, or depositions
by organizing and maintaining exhibits, electronic files or databases; - OR 1 full year of graduate
level education; or superior academic achievement (Superior Academic Achievement Definition)
degree in an academic discipline related to this position 
- OR an equivalent combination of education and experience.

To qualify for the GS-09 level, you need to have at least one year of full-time experience
equivalent to the GS-07 level defined as experience in providing assistance to attorneys by
preparing, tracking and maintaining complex attorney electronic case and database files, and
preparing reports and summaries of pertinent statutes, court decisions, or legal opinions using
legal reference sources, legal research procedures, and checking and using correct legal
citations; or providing assistance to attorneys for hearings, proceedings, trials, or depositions by
preparing, organizing and maintaining exhibits, electronic files or databases; - OR master's or
equivalent graduate degree; or 2 full years of progressively higher level graduate education
leading to such a degree; or LL.B. or J.D., if related; degree in an academic discipline related to
this position - OR an equivalent combination of education and experience.

Your answers to the on-line assessment will be used to evaluate your competencies in the
following areas:

-Knowledge of legal reference sources and commonly used legal research procedures and
methods.

https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-policies/#e4f
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-Ability to locate, analyze, and prepare reports on pertinent statutes, court decisions, legal
opinions, and other legal documents.

-Ability to identify the factual and legal issues and the relevant evidence to prepare summaries
of precedent cases, interviews, and related case material for the attorney's use.

-Ability to use legal reference sources and legal research procedures and methods su�icient to
locate, analyze, and prepare reports on pertinent statutes, court decisions, legal opinions, and
other legal documents.

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional, philanthropic, religious, spiritual, community, student, social).  Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment.  You will receive credit for all qualifying
experience, including volunteer experience.

If you have part-time work experience, read this:  EPA Announcement Policies and Procedures.

Additional information

Read more

Benefits

Are you a Displaced Federal Employee?  If so, please read the Required Documents section and
visit the EPA website for additional information: EPA Announcement Policies and Procedures

EPA participates in E-Verify E-Verify is an Internet based system operated by the Department of

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position.  You are being evaluated under the category rating method which

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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means, if you are determined to be qualified, you will be placed into the ‘Best Qualified’, ‘Well
Qualified’, or ‘Qualified’ category. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements.  If you are referred for consideration, you may be subject to
additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to
as Knowledges, Skills, and Abilities (KSAs).  However, your resume should clearly show
possession of these competencies.

To preview questions please click here.

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to be submitted online: 

NOTE:  You should ensure your social security number, date of birth, and any other personal
information are redacted. 

--Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and
specific.  We may not make assumptions regarding your experience.  
--Responses to the online assessment questionnaire (you must complete this online - it is not a
document you need to upload). 

 Help

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=66774
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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--College transcripts - if qualifying for this position based on education or a combination of
experience and education, you are required to submit either uno�icial transcripts or a list of
courses that includes school(s) attended, school address, course title, grades earned,
completion dates, department, and quarter or semester hours earned.  NOTE:  O�icial
educational transcripts are not required at the time of application; however, if you are selected,
you must provide o�icial transcripts before you start work with EPA. 
--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of
service), VA letter stating overall/combined disability rating (percentage), and SF-15, if
applicable (see page 2 of the SF-15 for documents that can be submitted in lieu of the DD-214
and VA letter); active duty service members:  submit certification from the armed forces
documenting active duty dates, expected discharge/release date, campaign medals/badges,
and character of service (a certification is any written document from the armed forces that
certifies you are expected to be discharged/released from active duty service in the armed forces
under honorable conditions within 120 days a�er you submit the certification). 
--Displaced Federal employees under ICTAP/CTAP:  copy of your most recent performance
appraisal, proof of eligibility, and your most current SF-50 noting position, grade level, tenure,
and duty station. 

To learn more about submitting documentation, visit Uploading Documents to USAJOBS.

If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment

https://www.usajobs.gov/Help/how-to/account/documents/upload
http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
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Next steps

questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

Agency contact information

 Yvonne Tyler

Phone

513-569-7968

Fax

513-569-7826

Email

tyler.yvonne@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources O�ice  
26 West Martin Luther King Drive  
Cincinnati, Ohio 45268 
United States

Learn more about this agency

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
tel:513-569-7968
mailto:tyler.yvonne@epa.gov
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This job announcement has closed

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

Reviewing applications

Open & closing dates
 08/05/2020 to 08/11/2020

Salary
$47,965 - $76,274 per year

Pay scale & grade
GS 07 - 09

 Help

https://www.usajobs.gov/GetJob/PrintPreview/575304500
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Location
1 vacancy in the following location:

Chicago, IL
1 vacancy

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Occasional travel - You may be required to travel 25% of each month.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

Position sensitivity and risk
Non-sensitive (NS)/Low Risk

Trust determination process
Suitability/Fitness

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
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USAJOBS is a United States O�ice of Personnel Management website.
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Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Privacy Policy

USA.gov

https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/preference/
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https://www.opm.gov/about-us/budget-performance/
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https://usajobs.gov/help/privacy/
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Who May Apply/Clarification
From the Agency:

Appointment Type

Appointment Type Details:

Marketing Statement:

Summary:

Supervisory Position:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Students must be currently enrolled and accepted for enrollment in  
the Fall, seeking a degree and taking at least a half-time  
academic course load in an accredited 4 year college or university,  
graduate or professional school.

Temporary

Temporary not-to-exceed 6/4/2011.

Earth Day is every day at EPA! Our diverse  
workforce connects to more than just a career-we  
share a common passion to promote a cleaner,  
healthier environment.  Discover how exciting  
safeguarding our natural resources and  
protecting human health can be.  We consistently  
rank as one of the top Federal agencies in which  
to work, with great benefits and work  
flexibilities. Find yourself at EPA.  See more  
about us here:  http://www.epa.gov.

THIS IS A STUDENT TEMPORARY EMPLOYMENT PROGRAM  
(STEP) POSITION. FOR MORE INFORMATION ON THE PROGRAM, 
PLEASE VISIT: http://www.usajobs.gov/STUDENTS.asp 

Region 5's Mission: 

- Protect human health and preserve natural resources; 
- Prevent and abate pollution to improve the environment; 
- Serve the public with education, innovation, action and results; 
leads the way in restoring and protecting the Great Lakes and all  
Midwestern ecosystems. 

For additional information, please refer to the following website:  
http://www.epa.gov/region 5. 

These positions are located in U.S. Environmental Protection Agency, Region 5 in the Office of Regional Counsel, Front Office in Chicago, IL.

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

CI-R5-OT-2010-0012

Environmental Protection Agency

Paralegal Specialist (Winter Student/STEP), GS-0950-7

10/06/2010 - 10/12/2010

Format MM/DD/YYYY

GS - 0950 07

USD $42,508 - USD $55,264

Full-time - Full-time/Part-Time

GS-07

4 Vacancy in 

No

Diane J. Fox 
513-569-7061 
ci_hrmd-ezhire@epa.gov

Chicago Metro Area, IL

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=1062&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=1062&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=1062&orgId=1
http://www.epa.gov/
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Relocation Expenses
Reimbursed:

Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

No

Back to top

Duties

You will: 

- Verify citations and legal references on prepared legal documents. 

- Prepare digests of selected decisions or opinions which incorporate legal references and analyses of precedents involved in the areas of well defined and settled points of law. 

- Search for and summarize relevant articles in trade magazines, law reviews, published studies, financial reports, and similar materials for use of attorneys in preparation of
opinions, brief and other legal documents. 

These positions have no extramural resources management responsibilities.

Back to top

Qualifications and Evaluations

These positions are designated as Low Risk and  
require a background investigation. Unless an  
appropriate background investigation is already  
on record with the Office of Personnel  
Management, you must undergo a background  
investigation.

You must submit resume and required documents (See How to Apply Tab)
You must be a U.S. citizen.
If selected, must complete an OF-306, Declaration for Federal Employment
Minimum age requirement is 16 years old for clerical positions.

We will review your resume and required documents to ensure you meet the basic qualification requirements.  Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section.  If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment.   

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements.

Applicants must meet the following general experience or education  
requirements. 

GS-7: We are looking for either one full year of graduate-level education OR superior academic achievement OR at least one year of
experience related to this position, comparable to the GS-5 level, as described in any of the examples below: 

1. Prepares summaries of testimony and depositions. 

2. Review case materials to become familiar with questions under consideration. 

3. Drafts & edits memoranda, research reports and correspondence containing legal references. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas:   

1. Ability to understand legal statutes, regulations, precedents and practices. 

2. Ability to prepare summaries for precedent cases, interviews and related case material for attorneys. 

3. Ability to prepare and organize trial exhibits (i.e. statistical charts and photographic exhibits). 

SUBSTITUTION OF EDUCATION FOR EXPERIENCE: 
A combination of post-high school education and  
experience may be used to meet total qualification requirements for  
the grade level(s) specified in this vacancy announcement. The  
combination of education and experience must be  
sufficient to demonstrate that you possess the  
knowledge, skills, and abilities required to  
perform the work for this position.  Only  
education from an accredited college or  
university recognized by the Department of  
Education is acceptable to substitute education  
for experience. For additional information,  
please go to the Office of Personnel Management  
(OPM) and U.S. Department of Education websites  
at - http://www.opm.gov/qualifications/SEC-II/s2- 
e4.asp and http://www.ed.gov/admins/finaid/accred/index.html 
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Benefits:

Other Information:

How to Apply:

Required Documents:

Next Steps:

Your claim of college level education may be  
checked against Federal government and/or  
accrediting organization databases. 

FOREIGN EDUCATION: 
If you earned your degree in a foreign country, you must provide an U.S. equivalency evaluation of your education by a private U.S.
organization (credential evaluation service). 

SUPERIOR ACADEMIC ACHIEVEMENT: 

Superior Academic Achievement is based on: 

1. Class standing -- Applicants must be in the upper third of the graduating class in the college, university, or major subdivision, such as the
College of Liberal Arts or the School of Business Administration, based on completed courses. 

2. Grade-point average (G.P.A) -- Applicants must have a grade-point average of: 3.0 or higher out of a possible 4.0 ("B" or better) as
recorded on their official transcript, or as computer based on 4 years of education, or as computer based on courses completed during the
final 2 years of the curriculum; or 3.5 or higher out of a possible 4.0 ("B+" or better) based on the average of the required courses completed
in the major field or the required courses in the major field completed during the final 2 years of the curriculum. 

3. Election to membership in a national scholastic honor society -- Applicants can be considered eligible based on membership in one of the
national scholastic honor societies listed by the Association of College Honor Societies.

Back to top

Benefits and Other Info

Join EPA in protecting human health and the environment and enjoy many work life quality options!  Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System. The following Web addresses are provided for your reference to explore the major benefits
offered to most Federal employees. To find out more click here http://www.usajobs.opm.gov/ei61.asp.  To learn more about Life and Careers
at EPA click here http://www.epa.gov/careers/

Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional information
http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 

These positions are covered by the bargaining unit.  

EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.   To be considered, you must submit a complete application package by
11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature.   

If you cannot apply on-line, contact the Human Resources Office listed to the right for assistance at least three business days prior to the
closing date of this announcement.  Reasonable accommodations will be provided on a case-by-case basis. 

For detailed instructions to assist you in ensuring your application package is received, go to
http://epa.gov/ohr/ezhire/vacancy_requirements.htm .

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  
--Responses to the on-line assessment questionnaire 
--College transcripts - required to submit either unofficial transcripts or a list of courses that includes grades earned, completion dates, and
quarter or semester hours earned.  
--Veterans' Preference Documents (DD-214, VA Letter and SF-15 if applicable) 
--Displaced Federal employees under ICTAP/CTAP (Provide these documents: copy of your most recent performance appraisal, proof of
eligibility, and your most current SF-50 noting position, grade level, and duty location with your application.) 

Additional information can be found on our web site: http://epa.gov/ohr/ezhire/vacancy_requirements.htm
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Access your USAJobs account to view the status of your application. Information on this process is available on the USAJobs home page
under First Time Visitors.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://www.monstergovernmentsolutions.com/
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Who May Apply/Clarification
From the Agency:

Appointment Type

Appointment Type Details:

Marketing Statement:

Summary:

Supervisory Position:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Students must be currently enrolled and accepted for enrollment in  
the Fall, seeking a degree and taking at least a half-time  
academic course load in an accredited 4 year college or university,  
graduate or professional school.

Temporary

Temporary not-to-exceed 9/30/2011.

Earth Day is every day at EPA! Our diverse  
workforce connects to more than just a career-we  
share a common passion to promote a cleaner,  
healthier environment.  Discover how exciting  
safeguarding our natural resources and  
protecting human health can be.  We consistently  
rank as one of the top Federal agencies in which  
to work, with great benefits and work  
flexibilities. Find yourself at EPA.  See more  
about us here:  http://www.epa.gov.

THIS IS A STUDENT TEMPORARY EMPLOYMENT PROGRAM  
(STEP) POSITION. FOR MORE INFORMATION ON THE PROGRAM, 
PLEASE VISIT: http://www.usajobs.gov/STUDENTS.asp 

Region 5's Mission: 

- Protect human health and preserve natural resources; 
- Prevent and abate pollution to improve the environment; 
- Serve the public with education, innovation, action and results; 
leads the way in restoring and protecting the Great Lakes and all  
Midwestern ecosystems. 

For additional information, please refer to the following website:  
http://www.epa.gov/region 5. 

These positions are located in U.S. Environmental Protection Agency, Region 5 in the Office of Regional Counsel, Front Office in Chicago, IL.

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

CI-R5-OT-2011-0008

Environmental Protection Agency

Paralegal Specialist (Summer Student/STEP), GS-0950-7

03/03/2011 - 03/09/2011

Format MM/DD/YYYY

GS - 0950 07

USD $42,508 - USD $55,264

Full-time - Full-time

GS-07

3 Vacancy in 

No

Diane J. Fox 
513-569-7061 
ci_hrmd-ezhire@epa.gov

Chicago Metro Area, IL

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=10691&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=10691&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=10691&orgId=1
http://www.epa.gov/
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Relocation Expenses
Reimbursed:

Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

No

Back to top

Duties

You will: 

- Verify citations and legal references on prepared legal documents. 

- Prepare digests of selected decisions or opinions which incorporate legal references and analyses of precedents involved in the areas of well defined and settled points of law. 

- Search for and summarize relevant articles in trade magazines, law reviews, published studies, financial reports, and similar materials for use of attorneys in preparation of
opinions, brief and other legal documents. 

These positions have no extramural resources management responsibilities.

Back to top

Qualifications and Evaluations

These positions are designated as Low Risk and  
require a background investigation. Unless an  
appropriate background investigation is already  
on record with the Office of Personnel  
Management, you must undergo a background  
investigation.

You must submit resume and required documents (See How to Apply Tab)
You must be a U.S. citizen.
If selected, must complete an OF-306, Declaration for Federal Employment
Minimum age requirement is 16 years old for clerical positions.

We will review your resume and required documents to ensure you meet the basic qualification requirements.  Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section.  If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment.   

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements.

Applicants must meet the following general experience or education  
requirements. 

GS-7: We are looking for either one full year of graduate-level education OR superior academic achievement OR at least one year of
experience related to this position, comparable to the GS-5 level, as described in any of the examples below: 

1. Prepares summaries of testimony and depositions. 

2. Review case materials to become familiar with questions under consideration. 

3. Drafts & edits memoranda, research reports and correspondence containing legal references. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas:   

1. Ability to understand legal statutes, regulations, precedents and practices. 

2. Ability to prepare summaries for precedent cases, interviews and related case material for attorneys. 

3. Ability to prepare and organize trial exhibits (i.e. statistical charts and photographic exhibits). 

SUBSTITUTION OF EDUCATION FOR EXPERIENCE: 
A combination of post-high school education and  
experience may be used to meet total qualification requirements for  
the grade level(s) specified in this vacancy announcement. The  
combination of education and experience must be  
sufficient to demonstrate that you possess the  
knowledge, skills, and abilities required to  
perform the work for this position.  Only  
education from an accredited college or  
university recognized by the Department of  
Education is acceptable to substitute education  
for experience. For additional information,  
please go to the Office of Personnel Management  
(OPM) and U.S. Department of Education websites  
at - http://www.opm.gov/qualifications/SEC-II/s2- 
e4.asp and http://www.ed.gov/admins/finaid/accred/index.html 
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Benefits:

Other Information:

How to Apply:

Required Documents:

Next Steps:

Your claim of college level education may be  
checked against Federal government and/or  
accrediting organization databases. 

FOREIGN EDUCATION: 
If you earned your degree in a foreign country, you must provide an U.S. equivalency evaluation of your education by a private U.S.
organization (credential evaluation service). 

SUPERIOR ACADEMIC ACHIEVEMENT: 

Superior Academic Achievement is based on: 

1. Class standing -- Applicants must be in the upper third of the graduating class in the college, university, or major subdivision, such as the
College of Liberal Arts or the School of Business Administration, based on completed courses. 

2. Grade-point average (G.P.A) -- Applicants must have a grade-point average of: 3.0 or higher out of a possible 4.0 ("B" or better) as
recorded on their official transcript, or as computer based on 4 years of education, or as computer based on courses completed during the
final 2 years of the curriculum; or 3.5 or higher out of a possible 4.0 ("B+" or better) based on the average of the required courses completed
in the major field or the required courses in the major field completed during the final 2 years of the curriculum. 

3. Election to membership in a national scholastic honor society -- Applicants can be considered eligible based on membership in one of the
national scholastic honor societies listed by the Association of College Honor Societies.

Back to top

Benefits and Other Info

Join EPA in protecting human health and the environment and enjoy many work life quality options!  Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System. The following Web addresses are provided for your reference to explore the major benefits
offered to most Federal employees. To find out more visit Benefits.  To learn more about us, visit Life and Careers at EPA.

Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional information
http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 

These positions are covered by the bargaining unit.  

EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.   To be considered, you must submit a complete application package by
11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature.   

If you cannot apply on-line, contact the Human Resources Office listed to the right for assistance at least three business days prior to the
closing date of this announcement.  Reasonable accommodations will be provided on a case-by-case basis. 

For detailed instructions to assist you in ensuring your application package is received, go to
http://epa.gov/ohr/ezhire/vacancy_requirements.htm .

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  
--Responses to the on-line assessment questionnaire 
--College transcripts - required to submit either unofficial transcripts or a list of courses that includes grades earned, completion dates, and
quarter or semester hours earned.  
--Veterans' Preference Documents (DD-214, VA Letter and SF-15 if applicable) 
--Displaced Federal employees under ICTAP/CTAP (Provide these documents: copy of your most recent performance appraisal, proof of
eligibility, and your most current SF-50 noting position, grade level, and duty location with your application.) 

Additional information can be found on our web site: http://epa.gov/ohr/ezhire/vacancy_requirements.htm

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJOBS
that your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting

http://www.usajobs.gov/EI/benefits.asp#icc
http://www.epa.gov/careers/
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documentation.  You will be notified of the status of your application after we conduct a qualification review of your complete application
package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in your resume
and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are selected, you will
be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://www.monstergovernmentsolutions.com/
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is located in Region 5, O�ice of Regional Counsel, Multi-Media Branch 2, Section 3,
Chicago, IL.  If selected, you must work at the location stated in this announcement. About
Region 5

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 03/24/2020 to 03/30/2020

Salary
$47,965 - $76,274 per year

Pay scale & grade
GS 07 - 09

Location
1 vacancy in the following location:

Chicago, IL
1 vacancy

Telework eligible

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/563653600
https://www.epa.gov/aboutepa/epa-region-5
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Yes—as determined by the agency policy.

Travel Required
Occasional travel - You may be required to travel 25% of each month.

Relocation expenses reimbursed
No

Appointment type
Recent Graduates - Permanent

Work schedule
Full-time

Service
Excepted

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Position sensitivity and risk
Non-sensitive (NS)/Low Risk

Trust determination process
Suitability/Fitness

Announcement number
CI-R5-OT-2020-0035

Control number
563653600

 Help

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
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T H I S  J O B  I S  O P E N  T O

Recent graduates
Individuals who have graduated from an accredited educational institute or certificate program within
the last 2 years or 6 years for Veterans.

The public
U.S. Citizens, Nationals or those who owe allegiance to the U.S.

Clarification from the agency
Recent Graduates who have completed a qualifying degree or certificate from a qualifying
educational institution or technical education program within the preceding two years of
the announcement closing date (the two years begins on the date all course requirements
are met). Preference eligible veterans unable to apply within two years of receiving their
degree due to military service obligation may apply up to six years a�er degree or
certification.

Duties
At the entry level of this position, you will:

-Search for and summarize relevant articles in trade magazines, law reviews, published studies,
financial reports, and similar materials for use of attorneys in the preparation of opinions, briefs,
and other legal documents. 

-Prepare digests of selected decisions or opinions which incorporate legal references and
analyses of precedents involved in areas of well-defined and settled points of law.

-Prepare and organize trial exhibits, as required, such as statistical charts and photographic
exhibits.

-Verify citations and legal references on prepared legal documents.

When entering a Federal job at a grade level lower than the highest promotion potential level,
you may be promoted to more complex duties and work more independently, as your career
progresses.

 Help

https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/students/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/public/
https://www.usajobs.gov/Help/how-to/job-announcement/duties/


11/29/21, 11:52 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/563653600 4/12

Requirements
Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must be a U.S. citizen.

• You must submit a resume and required documents--see How to Apply section.

• You must meet all Recent Grad. program requirements by the closing date.

• If you are selected, a written participant agreement must be signed.

• EPA and non-EPA applicants must submit transcripts/course listings.

This position is designated as Low Risk and requires a background investigation.  Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation.

If you are selected, the entire period served under the Recent Graduates program will be a trial
period.

Qualifications

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as
described below: 

To qualify for the GS-07 level, you need to have at least one year of full-time experience
equivalent to the GS-05 level defined as experience in conducting interviews with potential
witnesses, dra�ing reports and legal briefs, and knowledge of various word processing
so�wares; - OR 1 full year of graduate level education; or superior academic achievement
(Superior Academic Achievement Definition) degree in an academic discipline related to this
position - OR an equivalent combination of education and experience. 

To qualify for the GS-09 level, you need to have at least one year of full-time experience
equivalent to the GS-07 level defined as experience in conducting interviews with potential
witnesses, dra�ing reports and legal briefs, knowledge of various word processing so�wares and
conducting research on various legal issues; - OR master's or equivalent graduate degree; or 2
full years of progressively higher level graduate education leading to such a degree; or LL.B. or

 Help

https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-policies/#e4f
https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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J.D., if related; degree in an academic discipline related to this position - OR an equivalent
combination of education and experience. 

Your answers to the on-line assessment will be used to evaluate your competencies in the
following areas:

-Knowledge of legal reference sources and commonly used legal research procedures and
methods.

-Ability to locate, analyze, and prepare reports on pertinent statutes, court decisions, legal
opinions, and other legal documents.

-Ability to identify the factual and legal issues and the relevant evidence to prepare summaries
of precedent cases, interviews, and related case material for the attorney's use.

-Ability to use legal reference sources and legal research procedures and methods su�icient to
locate, analyze, and prepare reports on pertinent statutes, court decisions, legal opinions, and
other legal documents.

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional, philanthropic, religious, spiritual, community, student, social).  Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment.  You will receive credit for all qualifying
experience, including volunteer experience.

If you have part-time work experience, read this:  EPA Announcement Policies and Procedures.

Additional information

Read more

Benefits

Are you a Displaced Federal Employee?  If so, please read the Required Documents section and
visit the EPA website for additional information: EPA Announcement Policies and Procedures

EPA participates in E-Verify E-Verify is an Internet based system operated by the Department of

How You Will Be Evaluated

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position.  You are being evaluated under the category rating method which
means, if you are determined to be qualified, you will be placed into the ‘Best Qualified’, ‘Well
Qualified’, or ‘Qualified’ category. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements.  If you are referred for consideration, you may be subject to
additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to
as Knowledges, Skills, and Abilities (KSAs).  However, your resume should clearly show
possession of these competencies.

To preview questions please click here.

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to be submitted online: 

 Help

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=66144
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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NOTE:  You should ensure your social security number, date of birth, and any other personal
information are redacted. 

-- Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and
specific.  We will not make assumptions regarding your experience. 

-- Responses to the online assessment questionnaire (you must complete this online - it is not a
document you need to upload). 

-- College transcripts - required to submit either uno�icial transcripts or a list of courses that
includes school(s) attended, school address, course title, grades earned, completion dates,
department, and quarter or semester hours earned. Required to submit documentation from
the school showing date degree was conferred or date all degree requirements were met within
the preceding two years.  NOTE:  O�icial educational transcripts are not required at the time of
application; however, if you are selected, you must provide o�icial transcripts before you start
work with EPA. 

-- Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character
of service), VA letter stating overall/combined disability rating (percentage), and SF-15, if
applicable (see page 2 of the SF-15 for documents that can be submitted in lieu of the DD-214
and VA letter); active duty service members:  submit certification from the armed forces
documenting active duty dates, expected discharge/release date, campaign medals/badges,
and character of service (a certification is any written document from the armed forces that
certifies you are expected to be discharged/released from active duty service in the armed forces
under honorable conditions within 120 days a�er you submit the certification). 

Additional information can be found on our website:  EPA Announcement Policies and
Procedures

If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
http://www.ed.gov/admins/finaid/accred/
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Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

Agency contact information

 Yvonne Tyler

Phone

513-569-7968

Fax

513-569-7826

Email

tyler.yvonne@epa.gov

Address

https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
tel:513-569-7968
mailto:tyler.yvonne@epa.gov
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 Print

This job announcement has closed

Next steps

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources O�ice  
26 West Martin Luther King Drive  
Cincinnati, Ohio 45268 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

https://www.usajobs.gov/GetJob/PrintPreview/563653600
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
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Reviewing applications

Open & closing dates
 03/24/2020 to 03/30/2020

Salary
$47,965 - $76,274 per year

Pay scale & grade
GS 07 - 09

Location
1 vacancy in the following location:

Chicago, IL
1 vacancy

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Occasional travel - You may be required to travel 25% of each month.

Relocation expenses reimbursed
No

Appointment type
Recent Graduates - Permanent

Work schedule
Full-time

Service
Excepted

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance

 Help

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Return to top

Other

Drug test
No

Position sensitivity and risk
Non-sensitive (NS)/Low Risk

Trust determination process
Suitability/Fitness

Announcement number
CI-R5-OT-2020-0035

Control number
563653600

 Account

Home

Profile

Documents

Saved jobs

Saved searches

 Help

Help center

About USAJOBS

FAQs

Get started

How to…

javascript:void(0);
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Applicant/Profile/Dashboard
https://www.usajobs.gov/Applicant/Profile/
https://www.usajobs.gov/Applicant/Document/Resumes
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
https://www.usajobs.gov/Help/
https://www.usajobs.gov/Help/About/
https://www.usajobs.gov/Help/faq/
https://www.usajobs.gov/Help/Get-Started/
https://www.usajobs.gov/Help/how-to/
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USAJOBS is a United States O�ice of Personnel Management website.

   

EEO Policy Statement

Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Privacy Policy

USA.gov

Working in government

https://www.opm.gov/
https://www.facebook.com/USAJOBS
https://www.linkedin.com/company/usajobs
https://twitter.com/USAJOBS
https://www.youtube.com/user/usajobsapp
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/preference/
https://www.usajobs.gov/Help/legal-and-regulatory-guidance/
https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
http://www.usa.gov/
https://www.usajobs.gov/Help/working-in-government
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Any U.S. citizen may apply.

Other

Permanent

Permanent

About the Agency

Earth Day is every day at EPA!  At EPA, you can protect human health and the environment of all Americans, and you’ll discover that EPA is
one great place to work!  We offer great benefits and work flexibilities, and our diverse workforce connects to more than just a career--we
share a common passion to promote a cleaner, healthier environment.  Discover how exciting safeguarding our natural resources and
protecting human health can be.  Find yourself at EPA.   

Except in special circumstances, those new to the federal government will be hired at the starting salary (step 1) of the applicable grade range
listed above.  

This position is located in Region 7, Office of Regional Counsel, Superfund Branch in Lenexa, KS. 

For more information on this office, visit their website:   www.epa.gov/region7

No

No

Back to top

Duties

At the entry level of this position, you will:

--Perform legal research and analysis of law, cases, policy, and precedent for use in litigation and/or counseling, including research to locate and establish liability of entities
responsible for environmental cleanup and/or in violation of environmental laws. 

--Draft legal correspondence, memoranda, and pleadings for administrative actions, judicial litigation and/or legal counseling matters. 

--Assist in the preparation of cases for administrative hearings, judicial litigation and appeals, including the review and analysis of evidence, witness preparation, preparation of
exhibits and documentary evidence for use at trial, organization and maintenance of voluminous case information and compilation of administrative records. 
   
--Participate in all phases of information collection and production in response to Freedom of Information Act (FOIA) requests as well as with discovery in litigation, including e-

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

CI-R7-DE-2016-0026

Environmental Protection Agency

Paralegal Specialist

09/19/2016 - 09/23/2016

Format MM/DD/YYYY

GS - 0950 11

USD $59,318 - USD $77,114

Full-time - Full-time

GS-12

No

Sara Jones 
513-569-7832 
ci_hrmd-ezhire@epa.gov

1 in Lenexa, KS, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=60986&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=60986&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=60986&orgId=1
http://www.epa.gov/
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits URL:

Agency Benefits:

Other Information:

discovery. 

--Perform administrative support functions, including proof-reading and finalizing documents and other administrative tasks as needed. 
  
When entering a Federal job at a grade level lower than the highest promotion potential level, you may be promoted to more complex duties and work more independently, as your
career progresses.

Back to top

Qualifications and Evaluations

If you are selected, you must complete a one year probationary period. 

This position is designated as Low Risk and requires a background investigation. Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation. 

 

If you are selected, a pre-employment background check is required.
You must submit resume and required documents  (See How to Apply)
You may be required to travel 1 to 5 days per month.
You must be a U.S. citizen.

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position. You are being evaluated under the category rating method which means, if
you are determined to be qualified, you will be placed into the Best Qualified, Well Qualified, or Qualified Category. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE: We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: To qualify for the GS-11 level, you
need to have at least one year of full time experience equivalent to the GS-09 level defined as experience performing a variety of analytical
paralegal or legal work which demonstrates a practical knowledge of law, the litigation and judicial process and applicable rules, regulations,
policies and procedures. OR Ph.D. or equivalent doctoral degree; or 3 full years of progressively higher level graduate education leading to
such a degree; or LL.M., in any academic discipline.  Graduate level education must be in a related field. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas: 

--Ability to conduct legal research. 

--Ability to provide customer service. 

--Skill in legal writing. 

--Knowledge of litigation procedures. --Ability to work as part of a team. 

--Knowledge of technology applications. 

--Skill in conducting legal research. 

Experience refers to paid and unpaid experience, including volunteer work done through National Service programs (e.g., Peace Corps,
AmeriCorps) and other organizations (e.g., professional; philanthropic; religious; spiritual; community, student, social). Volunteer work helps
build critical competencies, knowledge, and skills and can provide valuable training and experience that translates directly to paid
employment. You will receive credit for all qualifying experience, including volunteer experience.

Back to top

Benefits and Other Info

Review our Benefits

Join EPA in protecting human health and the environment and enjoy many work life quality options!  Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System. The following Web addresses are provided for your reference to explore the major benefits
offered to most Federal employees. To find out more visit  
Benefits.  To learn more about us, visit Life and Careers at EPA.

This position is in the bargaining unit. 

Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional information:

https://help.usajobs.gov/index.php/Pay_and_Benefits
http://www.usajobs.gov/ResourceCenter/Index/Interactive/Benefits#icc
http://www.epa.gov/careers/
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How to Apply:

Required Documents:

Next Steps:

 http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures 

EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information: http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures 

It is the policy of the Government not to deny employment simply because an individual has been unemployed or has had financial difficulties
that have arisen through no fault of the individual.  Information about an individual’s employment experience will be used only to determine the
person’s qualifications and to assess his or her relative level of knowledge, skills, and abilities.  Although an individual’s personal conduct may
be relevant in any employment decision, including conduct during periods of unemployment or evidence of dishonesty in handling financial
matters, financial difficulty that has arisen through no fault of the individual will generally not itself be the basis of an unfavorable suitability or
fitness determination.  For more information, visit https://hru.gov/Studio_Recruitment/tools/Mythbuster_on_Federal_Hiring_Policies.pdf 

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

If you have part-time work experience, read this:  (http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures) 

Position has portable work and selectee may be eligible to telework. 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.  To be considered, you must submit a complete application package by
11:59 PM Eastern time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement.  You must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to http://www.epa.gov/careers/epa-job-vacancy-
announcements-policies-and-procedures

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   

--Responses to the on-line assessment questionnaire. 

--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 

--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of service), VA letter stating overall/combined
disability rating (percentage), and SF-15, if applicable; active duty service members: submit certification from the armed forces documenting
active duty dates, expected discharge/release date, campaign medals/badges, and character of service (a certification is any written
document from the armed forces that certifies you are expected to be discharged/released from active duty service in the armed forces under
honorable conditions within 120 days after you submit the certification). 

--Displaced Federal employees under ICTAP/CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 

Additional information can be found on our web site: http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures 

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

http://www.monstergovernmentsolutions.com/
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others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Current permanent EPA employees in Region 7 with competitive status and CTAP eligibles.

Public Trust - Background Investigation

Permanent

Permanent

About the Agency

Earth Day is every day at EPA! Our diverse workforce connects to more than just a career—we share a common passion to promote a
cleaner, healthier environment.  We consistently rank as one of the top Federal agencies in which to work, with great benefits and work
flexibilities.  
  
This position is located in Region 7, Office of Regional Counsel, Immediate Office, Lenexa, Kansas. 

For more information on this office, visit their website:www.epa.gov/Region7  

No

No

Back to top

Duties

At the entry level of this position, you will:

- Perform legal research and analysis of law, cases, policy and precedent for use in litigation and/or counseling, including research to locate and establish liability of entities
responsible for environmental cleanup and/or in violation of environmental laws. 

- Draft legal correspondence, memoranda, and pleadings for administrative actions, judicial litigation and/or legal counseling matters. 

-Assist in the preparation of cases for administrative hearings, judicial litigation and appeals, including the review and analysis and evidence, witness preparation, preparation of
exhibits and documentary evidence for use at trial, organization and maintenance of voluminous case information and compilation of administrative records. 

-Participate in all phases of information production in response to Freedom Information Act requests as well as discovery in litigation, including e-discovery. 

When entering a Federal job at a grade level lower than the highest promotion potential level, you may be promoted to more complex duties and work more independently, as your
career progresses.

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

CI-R7-MP-2014-0025

Environmental Protection Agency

Paralegal Specialist

06/02/2014 - 06/13/2014

Format MM/DD/YYYY

GS - 0950 09/11

USD $47,923 - USD $75,376

Full-time - Full-time

GS-12

No

Pat Short 
513-569-7560 
short.pat@epa.gov

2 in Lenexa, KS, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=57676&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=57676&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=57676&orgId=1
https://www.epa.gov/
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits URL:

Agency Benefits:

Other Information:

Back to top

Qualifications and Evaluations

This position is designated as Low Risk and requires a background investigation. Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation. 

You must meet time in grade requirements no later than 30 calendar days after the closing date of this announcement.

If you are selected, a pre-employment background check is required.
You must submit resume and required documents(See How to Apply)
Position has portable work and selectee may be eligible to telework.
You may be required to travel 1 to 5 days per month.

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
 However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-09 level, you need to have at least one year of full time experience defined as having knowledge of legal research and
experience with the litigation system, including court rules, processes and procedures - OR master's or equivalent graduate degree; or 2 full
years of progressively higher level graduate education leading to such a degree; or LL.B. or J.D., if related.  Education must have provided
the specific knowledge, skills and abilities to perform successfully the duties of this position. 

To qualify for the GS-11 level, you need to have at least one year of full time experience defined as experience listed above for the GS-09 in
addition to experience in analyzing the evaluating evidence supporting a legal position, identifying evidentiary gaps, and developing a
comprehensive plan to secure the additional evidence needed to fill those gaps - OR Ph.D. or equivalent doctoral degree; or 3 full years of
progressively higher level graduate education leading to such a degree; or LL.M.  Education must have provided the specific knowledge, skills
and abilities necessary to perform successfully the duties of this position. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas:   

- Skill in conducting legal research 

- Skill in providing customer service 

- Skill in legal writing 

- Knowledge of litigation procedures 

- Ability to work as part of a team 

- Knowledge of technology applications

Back to top

Benefits and Other Info

Review our Benefits

Benefits will not change for current permanent EPA employees.

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional information
http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 

If you have part-time work experience, read this:  (http://epa.gov/ohr/ezhire/vacancy_requirements.htm) 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility.

Back to top

How to Apply

https://help.usajobs.gov/index.php/Pay_and_Benefits
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How to Apply:

Required Documents:

Next Steps:

You are strongly encouraged to read the entire announcement before you 
submit your application for this position. 

To begin the application process, click the Apply On-line button to the 
right on this screen, follow the prompts to log-in/register, submit all 
required documents, and complete the assessment questionnaire.   To be 
considered, you must submit a complete application package by 11:59 PM 
Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the 
USA Jobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office 
listed to the right for assistance no later than three business days prior 
to the closing date of this announcement.  You must provide complete 
application materials by the closing date of this announcement. 

For detailed instructions to assist you in ensuring your application 
package is received, go to 
http://epa.gov/ohr/ezhire/vacancy_requirements.htm .

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   
--Responses to the on-line assessment questionnaire. 
--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Displaced Federal employees under CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most current SF-
50 noting position, grade level, tenure, and duty station. 
--Current EPA Employees:  You are encouraged to submit a Notification of Personnel Action (SF-50).  If you fail to provide an SF-50, we will
access your Federal employment records in e-OPF to verify your eligibility to be considered. If your eligibility for consideration cannot be
determined, your application will be rated ineligible. 

If you want to know more about submitting documentation to our office, visit EPA's web site:
http://epa.gov/ohr/ezhire/vacancy_requirements.htm

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be 
notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete application
package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in your resume
and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are selected, you will
be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://www.monstergovernmentsolutions.com/
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

-Current federal employees with competitive status; reinstatement eligibles; and candidates applying under the EPA Career Transition
Assistance Program or the Interagency Career Transition Assistance Program. 

-Veterans who are preference eligibles or who have been separated from the armed services under honorable conditions after 3-years or
more of continuous active service. 

-Applicants eligible for non-competitive appointment. 

-Public Health Service Officers. 

Other

Permanent

Permanent

About the Agency

**THIS ANNOUNCEMENT HAS BEEN AMENDED TO ACCEPT CURRENT AND FORMER FEDERAL EMPLOYEES AND THE CLOSING
DATE EXTENDED TO 10/13/16.** 

Earth Day is every day at EPA!  At EPA, you can protect human health and the environment of all Americans, and you’ll discover that EPA is
one great place to work!  We offer great benefits and work flexibilities, and our diverse workforce connects to more than just a career--we
share a common passion to promote a cleaner, healthier environment. 

Except in special circumstances, those new to the federal government will be hired at the starting salary (step 1) of the applicable grade range
listed above. 

This position is located in Region 7, Office of Regional Counsel, Superfund Branch in Lenexa, KS. 

For more information on this office, visit their website:  www.epa.gov/region7

No

No

Back to top

Duties

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

CI-R7-MP-2016-0049

Environmental Protection Agency

Paralegal Specialist

09/19/2016 - 10/13/2016

Format MM/DD/YYYY

GS - 0950 11

USD $59,318 - USD $77,114

Full-time - Full-time

GS-12

No

Gwen Huggins 
513-569-7755 
huggins.gwen@epa.gov

1 in Lenexa, KS, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=60975&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=60975&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=60975&orgId=1
http://www.epa.gov/
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

At the entry level of this position, you will:

--Perform legal research and analysis of law, cases, policy and precedent for use in litigation and/or counseling, including research to locate and establish liability of entities
responsible for environmental cleanup and/or in violation of environmental laws. 
  
--Draft legal correspondence, memoranda and pleadings for administrative actions, judicial litigation and/or legal counseling matters. 

--Assist in the preparation of cases for administrative hearings, judicial litigation and appeals, including the review and analysis of evidence, witness preparation, preparation of
exhibits and documentary evidence for use at trial, organization and maintenance of voluminous case information and compilation of administrative records. 

--Participate in all phases of information collection and production in response to Freedom of Information Act (FOIA) requests as well as with discovery in litigation, including e-
discovery. 

--Perform administrative support functions, including proof-reading and finalizing documents and other administrative tasks as needed. 
  
When entering a Federal job at a grade level lower than the highest promotion potential level, you may be promoted to more complex duties and work more independently, as your
career progresses. 

 

Back to top

Qualifications and Evaluations

This position is designated as Low Risk and requires a background investigation. Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation. 

You must meet time in grade requirements no later than 30 calendar days after the closing date of this announcement.

If you are selected, a pre-employment background check is required.
You must submit resume and required documents (See How to Apply)
You may be required to travel 1 to 5 days per month.
You must be a U.S. citizen.

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
 However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-11 level, you need to have at least one year of full time experience equivalent to the GS-09 level defined experience
performing a variety of analytical paralegal or legal work which demonstrates a practical knowledge of law, the litigation and judicial process,
and applicable rules, regulations, policies, and procedures. OR Ph.D. or equivalent doctoral degree; or 3 full years of progressively higher
level graduate education leading to such a degree; or LL.M., in any academic discipline.  Graduate level education must be in a related
field. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas:   

--Ability to conduct legal research. 

--Ability to provide customer service. 

--Skill in legal writing. 

--Knowledge of litigation procedures.

--Ability to work as part of a team. 

--Knowledge of technology applications. 

Experience refers to paid and unpaid experience, including volunteer work done through National Service programs (e.g., Peace Corps,
AmeriCorps) and other organizations (e.g., professional; philanthropic; religious; spiritual; community, student, social). Volunteer work helps
build critical competencies, knowledge, and skills and can provide valuable training and experience that translates directly to paid
employment. You will receive credit for all qualifying experience, including volunteer experience.

Back to top
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Benefits URL:

Agency Benefits:

Other Information:

How to Apply:

Required Documents:

Benefits and Other Info

Review our Benefits

Join EPA in protecting human health and the environment and enjoy many work life quality options!  Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System. The following Web addresses are provided for your reference to explore the major benefits
offered to most Federal employees. To find out more visit Benefits.  To learn more about us, visit Life and Careers at EPA.

This position is in the bargaining unit. 

Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional information:
 http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures 

EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information: http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures 

It is the policy of the Government not to deny employment simply because an individual has been unemployed or has had financial difficulties
that have arisen through no fault of the individual.  Information about an individual’s employment experience will be used only to determine the
person’s qualifications and to assess his or her relative level of knowledge, skills, and abilities.  Although an individual’s personal conduct may
be relevant in any employment decision, including conduct during periods of unemployment or evidence of dishonesty in handling financial
matters, financial difficulty that has arisen through no fault of the individual will generally not itself be the basis of an unfavorable suitability or
fitness determination.  For more information, visit https://hru.gov/Studio_Recruitment/tools/Mythbuster_on_Federal_Hiring_Policies.pdf . 

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

If you have part-time work experience, read this:  (http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures) 

Position has portable work and selectee may be eligible to telework. 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.  To be considered, you must submit a complete application package by
11:59 PM Eastern time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement.  You must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to http://www.epa.gov/careers/epa-job-vacancy-
announcements-policies-and-procedures

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience. 

--Responses to the on-line assessment questionnaire. 

--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 

--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of service), VA letter stating overall/combined
disability rating (percentage), and SF-15, if applicable; active duty service members: submit certification from the armed forces documenting
active duty dates, expected discharge/release date, campaign medals/badges, and character of service (a certification is any written
document from the armed forces that certifies you are expected to be discharged/released from active duty service in the armed forces under
honorable conditions within 120 days after you submit the certification). 

--Displaced Federal employees under ICTAP/CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 

--Current and Former Federal Employees: You are required to submit a Notification of Personnel Action (SF-50) indicating your status
eligibility.  This SF-50 should include your Position Title, Pay Plan, Occupational Code, and Grade or Level.  If you are a current
temporary/term employee who previously held a status Federal position, you need to submit your SF-50 which shows your eligibility to be
considered.  If your eligibility for consideration cannot be determined, your application will be rated ineligible. 

https://help.usajobs.gov/index.php/Pay_and_Benefits
http://www.usajobs.gov/ResourceCenter/Index/Interactive/Benefits#icc
http://www.epa.gov/careers/
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Next Steps:

--Current EPA Employees: You are encouraged to submit a Notification of Personnel Action (SF-50).  If you fail to provide an SF-50, we will
access your Federal employment records in eOPF to verify your eligibility to be considered.  If your eligibility for consideration cannot be
determined, your application will be rated ineligible. 

--If you are applying for a noncompetitive appointment, you'll need to submit additional documents to prove your eligibility to apply to this
vacancy announcement.  If you want to learn more about noncompetitive appointments, visit OPM's web site:
http://www.opm.gov/employ/students/fedhire.asp#authorities    

If you want to know more about submitting documentation to our office, visit EPA's web site: http://www.epa.gov/careers/epa-job-vacancy-
announcements-policies-and-procedures

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://www.monstergovernmentsolutions.com/
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Travel Required:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Any U.S. citizen may apply.

Public Trust - Background Investigation

Permanent

Permanent

About the Agency

Earth Day is every day at EPA! Come help us protect the environment! Our diverse workforce connects to more than just a career-we share a
common passion to promote a cleaner, healthier environment.  Discover how exciting safeguarding our natural resources and protecting
human health can be.  We consistently rank as one of the top Federal agencies in which to work, with great benefits and work flexibilities.
Find yourself at EPA.   

This position is located in Region 8, Office of Regional Counsel and Legal Enforcement Program, Denver, Colorado.   
For more information on this office, visit their website: www.epa.gov/region8.

No

No

Occasional Travel
May be required to travel 1 - 5 days per month.

Back to top

Duties

At the entry level of this position, you will:

-Assist in the preparation of cases for settlement negotiations, administrative hearings, judicial litigation and appeals, including the review and analysis of evidence, witness
preparation, preparation of exhibits and documentary evidence, organization and maintenance of voluminous case information and compilation of administrative records.  Trace
litigation deadlines and assist in managing litigation docket systems.  

-Conduct legal research and stay abreast of current case law and agency practices concerning e-discovery.  Coordinate responses and serves as the primary point of contact for
the collection, processing, review and production phases of discovery. 

-Be responsible for responding to requests under the Freedom of Information Act (FOIA).  

-Provide investigative or technical support in civil/criminal matters.  Investigate facts concerning violations using various information gathering techniques, including directly
interviewing fact witnesses and experts. 

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

CI-R8-DE-2015-0017

Environmental Protection Agency

Paralegal Specialist

04/08/2015 - 04/14/2015

Format MM/DD/YYYY

GS - 0950 11/12

USD $62,850 - USD $97,938

Full-time - Full-time

GS-12

No

Gwen Huggins 
513-569-7755 
Huggins.gwen@epa.gov

1 in Denver, CO, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=58760&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=58760&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=58760&orgId=1
http://www.epa.gov/
http://www.epa.gov/region8
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits URL:

Agency Benefits:

Other Information:

-Conduct legal research on a variety of legal issues.  Provide statutory and regulatory interpretation for Agency personnel by researching statutes, legislative history, regulations
and governing policy. 
  
-When entering a Federal job at a grade level lower than the highest promotion potential level, you may be promoted to more complex duties and work more independently as your
career progresses.

Back to top

Qualifications and Evaluations

This position is designated as Low Risk and requires a background investigation.  Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation. 

If you are selected, you must complete a one year probationary period. 

If you are selected, a pre-employment background check is required.
You must submit resume and required documents(See How to Apply)
Position has portable work and selectee may be eligible to telework.
You must be a U.S. citizen.

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position. You are being evaluated under the category rating method which means, if
you are determined to be qualified, you will be placed into the Best Qualified, Well Qualified, or Qualified Category. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE: We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-11 level, you need to have at least one year of full time experience defined as: Utilizing a legal database to conduct legal
research and electronic discovery (ediscovery) - OR -  Ph.D. or equivalent doctoral degree; or 3 full years of progressively higher level
graduate education leading to such a degree; OR LL.M., if related. 
Graduate education is directly related to the work of the position. 

To qualify for the GS-12 level, you need to have at least one year of full time experience defined as: Utilizing a legal database to conduct legal
research and electronic discovery (ediscovery) and preparing legal documents. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas:   

-Knowledge of technology applications. 

-Skill in legal writing. 

-Skill in conducting investigative activities. 

-Knowledge of litigation procedures. 

-Skill in document management. 

Experience refers to paid and unpaid experience, including volunteer work done through National Service programs (e.g., Peace Corps,
AmeriCorps) and other organizations (e.g., professional; philanthropic; religious; spiritual; community, student, social). Volunteer work helps
build critical competencies, knowledge, and skills and can provide valuable training and experience that translates directly to paid
employment. You will receive credit for all qualifying experience, including volunteer experience.

Back to top

Benefits and Other Info

Review our Benefits

Join EPA in protecting human health and the environment and enjoy many work life quality options!  Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System. To learn more about us, visit Life and Careers at EPA.

This position is in the bargaining unit. 
  
Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional information
http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 
  

https://help.usajobs.gov/index.php/Pay_and_Benefits
http://www.epa.gov/careers/
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How to Apply:

Required Documents:

Next Steps:

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 
  
If you have part-time work experience, read this:  (http://epa.gov/ohr/ezhire/vacancy_requirements.htm) 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility. 

EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information http://epa.gov/ohr/ezhire/vacancy_requirements.htm.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.   To be considered, you must submit a complete application package by
11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement.  You must provide complete application materials by the closing date of this announcement. 

For detailed instructions to assist you in ensuring your application package is received, go to 
http://epa.gov/ohr/ezhire/vacancy_requirements.htm .

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   
--Responses to the on-line assessment questionnaire. 
--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy, VA Letter, and SF-15, if applicable; active duty military submit statement of
service from commanding officer documenting dates of active duty and any campaign medals/badges; include character of service. 
--Displaced Federal employees under ICTAP/CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 
If you want to know more about submitting documentation to our office, visit EPA's web site:
http://epa.gov/ohr/ezhire/vacancy_requirements.htm

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://www.monstergovernmentsolutions.com/
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is in Region 8, O�ice of Regional Counsel.  If selected, you must work at the
location stated in this announcement. About Region 8: Region 8 Website 

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 01/24/2020 to 01/30/2020

Salary
$84,118 - $109,358 per year

Pay scale & grade
GS 12

Location
1 vacancy in the following location:

Denver, CO
1 vacancy

Telework eligible
Yes—as determined by the agency policy.

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/557552000
https://www.epa.gov/aboutepa/epa-region-8-mountains-and-plains
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Travel Required
Occasional travel - You may be required to travel less than 25% of each month.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-Time

Service
Excepted

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Announcement number
CI-R8-DE-2020-0013

Control number
557552000

T H I S  J O B  I S  O P E N  T O

The public
U.S. Citizens, Nationals or those who owe allegiance to the U.S.

Clarification from the agency

 Help

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/public/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
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US Citizens

Duties
You will:

Assist in the preparation of administrative action under regulatory programs, including
dra�ing correspondence and legal documents, preparing administrative records;
supporting negotiations; coordinate the preparation of the legal documents with the
regional attorney.

Assist the regional sta� attorney in preparation for administrative and civil litigation
including dra�ing correspondence, dra�ing the litigation report consistent with guidance,
preparation of discovery documents, administrative records, pleadings, a�idavits, motions
to dismiss, motions for summary judgment and other documents.

Oversee and use complex electronic discovery databases and IT tools and train O�ice of
Regional Counsel and Legal Enforcement Program attorneys and other regional sta� on the
use of these tools.

Organize and maintain files for complex cases.  Obtain and review reports, correspondence
and court documents.

Responsible for responding to requests under the Freedom of Information Act (FOIA).

 Help

Requirements
Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must submit a resume and required documents--see How to Apply section.

• You must be a U.S. citizen.

This position is designated as Low Risk and requires a background investigation.  Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation.

If you are selected, you may be required to complete a one-year probationary period.

 Help

https://www.usajobs.gov/Help/how-to/job-announcement/duties/
https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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Qualifications

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as
described below: 

To qualify for the GS-12 level, you need to have at least one year of full-time experience
equivalent to the GS-11 level defined as assisting attorneys with preparation for litigation,
compiling large volumes of documents with knowledge of federal regulations and strong oral
and written communication skills.. 

Your answers to the online assessment will be used to evaluate your competencies in the
following areas:

1. Knowledge of criminal and civil provisions of environmental protection statues and an
extensive working knowledge of the enforcements aspects of the statutes and regulations
administered by the o�ice and various actions utilized to implement them.

2. Knowledge of business principles and techniques, including information technology tools
and how to apply them in analyzing voluminous, complex and o�en incomplete records.

3. Ability to use Westlaw, Lexis, and other computer assisted legal research, records
management and ediscovery tools as well as traditional law library case books, reporters
and trade publications.

4. Ability to conduct interviews; recognize, explore and develop leads; detect subtle
discrepancies in information, distinguish between relevant and irrelevant.

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional, philanthropic, religious, spiritual, community, student, social).  Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment.  You will receive credit for all qualifying
experience, including volunteer experience.

If you have part-time work experience, read this:  EPA Announcement Policies and Procedures.

Additional information

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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Read more

Benefits

Are you a Displaced Federal Employee?  If so, please read the Required Documents section and
visit the EPA website for additional information: EPA Announcement Policies and Procedures

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position.  You are being evaluated under the category rating method which
means, if you are determined to be qualified, you will be placed into the ‘Best Qualified’, ‘Well
Qualified’, or ‘Qualified’ category. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements.  If you are referred for consideration, you may be subject to
additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to
as Knowledges, Skills, and Abilities (KSAs).  However, your resume should clearly show
possession of these competencies.

To preview questions please click here.

Benefits

Required Documents

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=65799
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How to Apply

Fair and Transparent

Required Documents
Documents to be submitted online: 

NOTE:  You should ensure your social security number, date of birth, and any other personal
information are redacted. 

--Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and
specific.  We may not make assumptions regarding your experience.   
--Responses to the online assessment questionnaire (you must complete this online - it is not a
document you need to upload). 
--College transcripts - if qualifying for this position based on education or a combination of
experience and education, you are required to submit either uno�icial transcripts or a list of
courses that includes school(s) attended, school address, course title, grades earned,
completion dates, department, and quarter or semester hours earned.  NOTE:  O�icial
educational transcripts are not required at the time of application; however, if you are selected,
you must provide o�icial transcripts before you start work with EPA. 
--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of
service), VA letter stating overall/combined disability rating (percentage), and SF-15, if
applicable; active duty service members:  submit certification from the armed forces
documenting active duty dates, expected discharge/release date, campaign medals/badges,
and character of service (a certification is any written document from the armed forces that
certifies you are expected to be discharged/released from active duty service in the armed forces
under honorable conditions within 120 days a�er you submit the certification). 
--Displaced Federal employees under ICTAP/CTAP:  copy of your most recent performance
appraisal, proof of eligibility, and your most current SF-50 noting position, grade level, tenure,
and duty station. 

Additional information can be found on our website:  EPA Announcement Policies and
Procedures.

 Help

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

Agency contact information

 Linda Derriso

Phone

513-569-7015

http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
tel:513-569-7015
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Next steps

Fax

513-569-7826

Email

Derriso.Linda@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources O�ice  
26 West Martin Luther King Drive  
Cincinnati, Ohio 45268 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period

mailto:Derriso.Linda@epa.gov
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
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 Print

This job announcement has closed

Signature and false statements
Privacy Act
Social security number request

Reviewing applications

Open & closing dates
 01/24/2020 to 01/30/2020

Salary
$84,118 - $109,358 per year

Pay scale & grade
GS 12

Location
1 vacancy in the following location:

Denver, CO
1 vacancy

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Occasional travel - You may be required to travel less than 25% of each month.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-Time

Service
Excepted

Promotion potential

 Help

https://www.usajobs.gov/GetJob/PrintPreview/557552000
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Return to top

12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Announcement number
CI-R8-DE-2020-0013

Control number
557552000

 Account

Home

Profile

Documents

Saved jobs

Saved searches

 Help

Help center

About USAJOBS

FAQs

javascript:void(0);
https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Applicant/Profile/Dashboard
https://www.usajobs.gov/Applicant/Profile/
https://www.usajobs.gov/Applicant/Document/Resumes
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
https://www.usajobs.gov/Help/
https://www.usajobs.gov/Help/About/
https://www.usajobs.gov/Help/faq/
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USAJOBS is a United States O�ice of Personnel Management website.

   

EEO Policy Statement

Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Privacy Policy

USA.gov

Get started

How to…

Working in government

https://www.opm.gov/
https://www.facebook.com/USAJOBS
https://www.linkedin.com/company/usajobs
https://twitter.com/USAJOBS
https://www.youtube.com/user/usajobsapp
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/preference/
https://www.usajobs.gov/Help/legal-and-regulatory-guidance/
https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
http://www.usa.gov/
https://www.usajobs.gov/Help/Get-Started/
https://www.usajobs.gov/Help/how-to/
https://www.usajobs.gov/Help/working-in-government
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Travel Required:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

-Current federal employees with competitive status; reinstatement eligibles; and candidates applying under the EPA Career Transition
Assistance Program or the Interagency Career Transition Assistance Program. 

-Veterans who are preference eligibles or who have been separated from the armed services under honorable conditions after 3-years or
more of continuous active service. 

-Applicants eligible for non-competitive appointment. 

-Public Health Service Officers. 

Public Trust - Background Investigation

Permanent

Permanent

About the Agency

Earth Day is every day at EPA! Come help us protect the environment! Our diverse workforce connects to more than just a career-we share a
common passion to promote a cleaner, healthier environment.  Discover how exciting safeguarding our natural resources and protecting
human health can be.  We consistently rank as one of the top Federal agencies in which to work, with great benefits and work flexibilities.
Find yourself at EPA.   

This position is located in Region 8, Office of Regional Counsel and Legal Enforcement Program, Denver, Colorado.   
For more information on this office, visit their website: www.epa.gov/region8.

No

No

Occasional Travel
May be required to travel 1 - 5 days per month.

Back to top

Duties

At the entry level of this position, you will:

-Assist in the preparation of cases for settlement negotiations, administrative hearings, judicial litigation and appeals, including the review and analysis of evidence, witness
preparation, preparation of exhibits and documentary evidence, organization and maintenance of voluminous case information and compilation of administrative records. Track

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

CI-R8-MP-2015-0027

Environmental Protection Agency

Paralegal Specialist

04/08/2015 - 04/21/2015

Format MM/DD/YYYY

GS - 0950 11/12

USD $62,850 - USD $97,938

Full-time - Full-time

GS-12

No

Gwen Huggins 
513-569-7755 
Huggins.gwen@epa.gov

1 in Denver, CO, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=58759&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=58759&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=58759&orgId=1
http://www.epa.gov/
http://r8net.epa.gov/
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits URL:

litigation deadlines and assist in managing litigation docket systems. 

-Conduct legal research and stay abreast of current case law and agency practices concerning e-discovery.  Coordinate responses and serves as the primary point of contact for
the collection, processing, review and production phases of discovery. 

- Be responsible for responding to requests under the Freedom of Information Act (FOIA).  

-Provide investigative or technical support in civil/criminal matters.  Investigate facts concerning violations using various information gathering techniques, including directly
interviewing fact witnesses and experts. 

-Conduct legal research on a variety of legal issues.  Provide statutory and regulatory interpretation for Agency personnel by researching statutes, legislative history, regulations
and governing policy. 
  
-When entering a Federal job at a grade level lower than the highest promotion potential level, you may be promoted to more complex duties and work more independently as your
career progresses.

Back to top

Qualifications and Evaluations

This position is designated as Low Risk and requires a background investigation.  Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation. 

You must meet time in grade requirements no later than 30 calendar days after the closing date of this announcement.

If you are selected, a pre-employment background check is required.
You must submit resume and required documents(See How to Apply)
Position has portable work and selectee may be eligible to telework.
You must be a U.S. citizen.

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
 However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-11 level, you need to have at least one year of full time experience defined as: Utilizing a legal database to conduct legal
research and electronic discovery (ediscovery).  - OR -  Ph.D. or equivalent doctoral degree; OR 3 full years of progressively higher level
graduate education leading to such a degree; or LL.M., if related. 
Graduate education is directly related to the work of the position. 

To qualify for the GS-12 level, you need to have at least one year of full time experience defined as: Utilizing a legal database to conduct legal
research and electronic discovery (ediscovery) and preparing legal documents. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas:   

-Knowledge of technology applications. 

-Skill in legal writing. 

-Skill in conducting investigative activities. 

-Knowledge of litigation procedures. 

-Skill in document management. 

Experience refers to paid and unpaid experience, including volunteer work done through National Service programs (e.g., Peace Corps,
AmeriCorps) and other organizations (e.g., professional; philanthropic; religious; spiritual; community, student, social). Volunteer work helps
build critical competencies, knowledge, and skills and can provide valuable training and experience that translates directly to paid
employment. You will receive credit for all qualifying experience, including volunteer experience.

Back to top

Benefits and Other Info

Review our Benefits

https://help.usajobs.gov/index.php/Pay_and_Benefits
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Agency Benefits:

Other Information:

How to Apply:

Required Documents:

Next Steps:

Join EPA in protecting human health and the environment and enjoy many work life quality options!  Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System. To learn more about us, visit Life and Careers at EPA.

This position is in the bargaining unit. 
  
Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional information
http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 
  
This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 
  
If you have part-time work experience, read this:  (http://epa.gov/ohr/ezhire/vacancy_requirements.htm) 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility. 

EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information http://epa.gov/ohr/ezhire/vacancy_requirements.htm.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.   To be considered, you must submit a complete application package by
11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement.  You must provide complete application materials by the closing date of this announcement. 

For detailed instructions to assist you in ensuring your application package is received, go to 
http://epa.gov/ohr/ezhire/vacancy_requirements.htm .

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   
--Responses to the on-line assessment questionnaire. 
--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy, VA Letter, and SF-15, if applicable; active duty military submit statement of
service from commanding officer documenting dates of active duty and any campaign medals/badges; include character of service. 
--Displaced Federal employees under ICTAP/CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 
--Current and Former Federal Employees: You are required to submit a Notification of Personnel Action (SF-50) indicating your status
eligibility.  This SF-50 should include your Position Title, Pay Plan, Occupational Code, and Grade or Level.  If you are a current
temporary/term employee who previously held a status Federal position, you need to submit your SF-50 which shows your eligibility to be
considered.  If your eligibility for consideration cannot be determined, your application will be rated ineligible. 
--Current EPA Employees:  You are encouraged to submit a Notification of Personnel Action (SF-50).  If you fail to provide an SF-50, we will
access your Federal employment records in e-OPF to verify your eligibility to be considered. If your eligibility for consideration cannot be
determined, your application will be rated ineligible. 
--If you are applying for a noncompetitive appointment, you'll need to submit additional documents to prove your eligibility to apply to this
vacancy announcement.  If you want to learn more about noncompetitive appointments, visit OPM's web site:
http://www.opm.gov/employ/students/fedhire.asp#authorities    

If you want to know more about submitting documentation to our office, visit EPA's web site:
http://epa.gov/ohr/ezhire/vacancy_requirements.htm

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not

http://www.epa.gov/careers/
http://www.opm.gov/employ/students/fedhire.asp#authorities
http://www.monstergovernmentsolutions.com/
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hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of
others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is in Region 8, O�ice of Regional Counsel.  If selected, you must work at the
location stated in this announcement. About Region 8: Region 8 Website 

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 01/21/2020 to 02/03/2020

Salary
$84,118 - $109,358 per year

Pay scale & grade
GS 12

Location
1 vacancy in the following location:

Denver, CO
1 vacancy

Telework eligible
Yes—as determined by the agency policy.

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/557149100
https://www.epa.gov/aboutepa/epa-region-8-mountains-and-plains
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/


11/29/21, 11:53 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/557149100 2/12

Travel Required
Occasional travel - You may be required to travel less than 25% of each month.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-Time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Announcement number
CI-R8-MP-2020-0022

Control number
557149100

T H I S  J O B  I S  O P E N  T O

Individuals with disabilities

Federal employees - Competitive service
Current or former competitive service federal employees.

 Help

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/individuals-with-disabilities/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/#transition
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
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Career transition (CTAP, ICTAP, RPL)
Federal employees who meet the definition of a "surplus" or "displaced" employee.

Military spouses

Peace Corps & AmeriCorps Vista

Special authorities
Individuals eligible under a special authority not listed above, but defined in the federal hiring
regulations.

Veterans

Clarification from the agency
-Current federal employees with competitive status; reinstatement eligibles; and ICTAP or
EPA CTAP eligibles. -Veterans who are preference eligibles or who have been separated from
the armed services under honorable conditions a�er 3 years or more of continuous active
service (VEOA). -Applicants eligible for non-competitive appointment (e.g., Schedule A,
Peace Corps). -Public Health Service O�icers.

Duties
You will:

Assist in the preparation of administrative action under regulatory programs, including
dra�ing correspondence and legal documents, preparing administrative records;
supporting negotiations; coordinate the preparation of the legal documents with the
regional attorney.

Assist the regional sta� attorney in preparation for administrative and civil litigation
including dra�ing correspondence, dra�ing the litigation report consistent with guidance,
preparation of discovery documents, administrative records, pleadings, a�idavits, motions
to dismiss, motions for summary judgment and other documents.

Oversee and use complex electronic discovery databases and IT tools and train ORC and
LEP attorneys and other regional sta� on the use of these tools.

Organize and maintain files for complex cases.  Obtain and review reports, correspondence
and court documents.

 Help

https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/#transition
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/military-spouses/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/peace-corps/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/special-authorities
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/
https://www.usajobs.gov/Help/how-to/job-announcement/duties/
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Responsible for responding to requests under the Freedom of Information Act (FOIA).

Requirements
Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must submit a resume and required documents--see How to Apply section.

This position is designated as Low Risk and requires a background investigation.  Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation.

You must meet time in grade requirements no later than 30 calendar days a�er the closing date
of this announcement.

Qualifications

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as
described below: 

To qualify for the GS-12 level, you need to have at least one year of full-time experience
equivalent to the GS-11 level defined as assisting attorneys with preparation for litigation,
compiling large volumes of documents with knowledge of federal regulations and strong oral
and written communication skills.. 

Your answers to the online assessment will be used to evaluate your competencies in the
following areas:

1. Knowledge of criminal and civil provisions of environmental protection statues and an
extensive working knowledge of the enforcements aspects of the statutes and regulations
administered by the o�ice and various actions utilized to implement them.

2. Knowledge of business principles and techniques, including information technology tools
and how to apply them in analyzing voluminous, complex and o�en incomplete records.

3. Ability to use Westlaw, Lexis, and other computer assisted legal research, records
management and ediscovery tools as well as traditional law library case books, reporters
and trade publications.

 Help

https://www.usajobs.gov/Help/how-to/job-announcement/requirements


11/29/21, 11:53 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/557149100 5/12

4. Ability to conduct interviews; recognize, explore and develop leads; detect subtle
discrepancies in information, distinguish between relevant and irrelevant.

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional, philanthropic, religious, spiritual, community, student, social).  Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment.  You will receive credit for all qualifying
experience, including volunteer experience.

If you have part-time work experience, read this:  EPA Announcement Policies and Procedures.

Additional information

Read more

Benefits

Are you a Displaced Federal Employee?  If so, please read the Required Documents section and
visit the EPA website for additional information: EPA Announcement Policies and Procedures

EPA participates in E-Verify E-Verify is an Internet based system operated by the Department of

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements.  If you are referred for consideration, you may be subject to

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to
as Knowledge, Skills, and Abilities (KSAs).  However, your resume should clearly show
possession of these competencies.

To preview questions please click here.

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to be submitted online: 

NOTE:  You should ensure your social security number, date of birth, and any other personal
information are redacted. 

--Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and
specific.  We may not make assumptions regarding your experience.   
--Responses to the online assessment questionnaire (you must complete this online - it is not a
document you need to upload). 
--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of
service), VA letter stating overall/combined disability rating (percentage), and SF-15, if
applicable; active duty service members:  submit certification from the armed forces
documenting active duty dates, expected discharge/release date, campaign medals/badges,
and character of service (a certification is any written document from the armed forces that
certifies you are expected to be discharged/released from active duty service in the armed forces
under honorable conditions within 120 days a�er you submit the certification). 
--Displaced Federal employees under ICTAP/CTAP:  copy of your most recent performance

 Help

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=65638
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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appraisal, proof of eligibility, and your most current SF-50 noting position, grade level, tenure,
and duty station. 
--Current and Former Federal Employees:  You are required to submit a Notification of Personnel
Action (SF-50) that includes position title, pay plan, occupational code, grade or level, and duty
station.  The SF-50 must also indicate the following (you may need to provide more than one SF-
50): 
•    Status Eligibility/Competitive Status - SF-50 must include appropriate tenure and position
occupied.  If you are a current temporary/term employee who previously held a status federal
position, you need to submit your SF-50 which shows your eligibility to be considered.  (NOTE:  If
you are a current EPA employee and provide an SF-50 that does not show eligibility, we will
access your eOPF to verify your eligibility to be considered.)  If your eligibility for consideration
cannot be determined, your application will be rated ineligible. 
•    Time-in-Grade - If you are applying for a higher grade, you must provide the SF-50 that shows
the length of time in your current/highest grade (examples of appropriate SF-50s include
promotions, within-grade/range increases, and SF-50s dated a year apart within the same
grade/job). 
--Current Federal Employees:  You are required to submit your most recent completed annual
performance appraisal, dated within the last 18 months (if it is not dated within the last 18
months, or you have not received a performance appraisal, you must upload a signed/dated
explanation why).  NOTE:  You only need to upload the page that shows the overall rating and
signature, not the entire document. 
--If you are applying for a noncompetitive appointment, you'll need to submit additional
documents to prove your eligibility to apply to this vacancy announcement.  If you want to learn
more about noncompetitive appointments, visit OPM's website:  Special Appointment
Authorities. 

If you want to know more about submitting documentation to our o�ice, visit EPA's website:
 EPA Announcement Policies and Procedures.

If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

https://www.opm.gov/FAQs/QA.aspx?fid=de14aff4-4f77-4e17-afaa-fa109430fc7b&pid=8f814f58-3b23-4ad2-a246-1f620c32f61a
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
http://www.ed.gov/admins/finaid/accred/
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How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

Agency contact information

 Linda Derriso

Phone

513-569-7015

Fax

513-569-7826

Email

Derriso.Linda@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources O�ice  

https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
tel:513-569-7015
mailto:Derriso.Linda@epa.gov
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 Print

This job announcement has closed

Next steps

26 West Martin Luther King Drive  
Cincinnati, Ohio 45268 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

Reviewing applications
 Help

https://www.usajobs.gov/GetJob/PrintPreview/557149100
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Open & closing dates
 01/21/2020 to 02/03/2020

Salary
$84,118 - $109,358 per year

Pay scale & grade
GS 12

Location
1 vacancy in the following location:

Denver, CO
1 vacancy

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Occasional travel - You may be required to travel less than 25% of each month.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-Time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
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Return to top

USAJOBS is a United States O�ice of Personnel Management website.
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Announcement number
CI-R8-MP-2020-0022

Control number
557149100
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 Help
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About USAJOBS
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Get started

How to…

Working in government
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EEO Policy Statement

Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Privacy Policy

USA.gov

https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/preference/
https://www.usajobs.gov/Help/legal-and-regulatory-guidance/
https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
http://www.usa.gov/
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Marketing Statement:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Travel Required:

"CI-R9-DE-2018-0003" Vacancy Details
About

Overview
U.S. Citizens

Other

Permanent

Earth Day is every day at EPA!  At EPA, you can protect human health and the environment of all Americans, and you’ll discover that EPA is
one great place to work!  We offer great benefits and work flexibilities, and our diverse workforce connects to more than just a career--we
share a common passion to promote a cleaner, healthier environment.  Discover how exciting safeguarding our natural resources and
protecting human health can be.  Find yourself at EPA.http://www.epa.gov

This position is located in Region 9, Office of Regional Counsel, Immediate Office, San Francisco, California.  For more information on this
office, visit their website:  Region 9 Webpage 

If selected, you must work at the location stated in this announcement.

Except in special circumstances, those new to the federal government will be hired at the starting salary (step 1) of the applicable grade range
listed above.

One or more positions may be filled.

No

No

Occasional Travel
You may be required to travel 1 to 5 days per month.

Back to top
Duties

At the entry level of this position, you will:

-Process responses to Freedom of Information Act (FOIA) and eDiscovery requests, including communicating with requesters, coordinating among multiple offices, developing
search terms, and managing workflow.

-Use agency electronic discovery and records processing systems, including FOIAOnline, Relativity and AdobePro to analyze, evaluate, review, code, and produce records in
response to FOIA and discovery requests.

-Prepare indices, including privilege logs and supporting affidavits, for record productions and compile and index administrative and litigation records. 

- Prepare legal documents, i.e., memoranda of law, interrogatories, motions to produce, complaints, consent orders, for the more routine judicial and administrative proceedings
under all statutes as assigned by supervisor.

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

CI-R9-DE-2018-0003

Environmental Protection Agency

Paralegal Specialist

07/27/2018 - 08/02/2018

Format MM/DD/YYYY

GS - 0950 11

USD $73,905 - USD $96,080

Full-time - Full-time

GS-12

Yes

Yvonne Tyler 
513.569.7968 
tyler.yvonne@epa.gov

FEW in San Francisco, CA, US

https://www.epa.gov/aboutepa/epa-region-9-pacific-southwest
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits:

- Conduct legal research on a variety of legal issues routinely encountered in environmental legal work.  Incumbent searches legal case, statues, legislative history, regulations,
and governing policy, using standard techniques and methods.

- Prepare and organize  exhibits for administrative and judicial proceedings, including trials, as required, such as statistical charts and photographic exhibits.

When entering a Federal job at a grade level lower than the highest promotion potential level, you may be promoted to more complex duties and work more independently, as your
career progresses.

Back to top
Qualifications and Evaluations

This position is designated as Moderate Risk and requires a background investigation.  Unless an appropriate background investigation is
already on record with the Office of Personnel Management, you must undergo a background investigation.

If you are selected, a pre-employment background check is required.
You must be a U.S. citizen.
You must submit a resume and required documents (see How to Apply section).

We will review your resume and required documents to ensure you meet the basic qualification requirements.  Your resume must address the
knowledge, skills, and abilities listed in the Qualifications section.  If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the online assessment.  Your responses to the online assessment will be used to measure the degree to
which your background matches the requirements for the position.  You are being evaluated under the category rating method which means, if
you are determined to be qualified, you will be placed into the ‘Best Qualified’, ‘Well Qualified’, or ‘Qualified’ category. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire.  If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
 We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements.  If you are referred for
consideration, you may be subject to additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to as Knowledges, Skills, and Abilities (KSAs).
 However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below:

To qualify for the GS-11 level, you need to have at least one year of full-time experience equivalent to the GS-09 level defined as: Experience
reviewing, analyzing and processing electronic records; providing assistance to Attorneys during hearings, proceedings, trials or depositions;
and improving and applying electronic search criteria; - OR Ph.D. or equivalent doctoral degree; or 3 full years of progressively higher level
graduate education leading to such a degree; or LL.M., in an academic discipline related to this position. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas:

-Ability to conduct discovery record searches and reviews.

-Knowledge of eDiscovery platforms and tools.

-Ability to conduct variety of legal research.

-Prepare legal documents as assigned by Supervisor employing strong writing skills.

-Knowledge of trial preparation and evidence.

-Knowledge of legal citation rules and legal research databases.

Experience refers to paid and unpaid experience, including volunteer work done through National Service programs (e.g., Peace Corps,
AmeriCorps) and other organizations (e.g., professional; philanthropic; religious; spiritual; community, student, social). Volunteer work helps
build critical competencies, knowledge, and skills and can provide valuable training and experience that translates directly to paid
employment. You will receive credit for all qualifying experience, including volunteer experience.

Back to top
Benefits and Other Info

Join EPA in protecting human health and the environment and enjoy many work life quality options!  Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System.  To learn more about us, visit Life and Careers at EPA.

https://www.epa.gov/careers/
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Other Information:

How to Apply:

Required Documents:

Next Steps:

https://www.epa.gov/careers/salaries-and-benefits

Are you a Displaced Federal Employee?  If so, please read the Required Documents section and visit the EPA website for additional
information: EPA Announcement Policies and Procedures

EPA participates in E-Verify. E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership with
the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their newly
hired employees. For additional information:  EPA Announcement Policies and Procedures.

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility.

Position has portable work and selectee may be authorized to telework after meeting eligibility requirements if approved by the
supervisor/manager.

This position is not in the bargaining unit.

Back to top
How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the prompts to log-in/register, submit all required
documents, and complete the assessment questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document portfolio feature. 

If you cannot apply online, you must contact the Human Resources Office listed below for assistance no later than three business days prior
to the closing date of this announcement.  You must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA Announcement Policies and Procedures.

Documents to be submitted online: 

--Resume clearly stating your experience related to this position as described in the Duties section and Qualifications section.  In describing
your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   
--Responses to the online assessment questionnaire. 
--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of service), VA letter stating overall/combined
disability rating (percentage), and SF-15, if applicable; active duty service members:  submit certification from the armed forces documenting
active duty dates, expected discharge/release date, campaign medals/badges, and character of service (a certification is any written
document from the armed forces that certifies you are expected to be discharged/released from active duty service in the armed forces under
honorable conditions within 120 days after you submit the certification). 
--Displaced Federal employees under ICTAP/CTAP:  copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 

Additional information can be found on our website:  EPA Announcement Policies and Procedures.

You can track the progress of your application package via your USAJOBS account.  You will receive an acknowledgement from USAJOBS
that your submission was successful once we have received your online occupational questionnaire, resume, and any supporting
documentation.  You will be notified of the status of your application via your USAJOBS account after we conduct a qualification review of your
complete application package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience,
false statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you
provide in your resume and questionnaire responses through reference and/or background check, and/or verification of your education.  If you
are selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
http://www.monstergovernmentsolutions.com/


11/29/21, 11:50 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/593865000 1/14

Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is in Region 9, O�ice of Regional Counsel, Immediate O�ice.  If selected, you must
work at the location stated in this announcement.  About Region 9:  Region 9 Website

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 03/03/2021 to 03/16/2021

Salary
$78,861 - $102,526 per year

Pay scale & grade
GS 11

Location
1 vacancy in the following location:

San Francisco, CA
1 vacancy

Telework eligible
Yes—as determined by the agency policy.

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/593865000
https://www.epa.gov/aboutepa/epa-region-9-pacific-southwest
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Travel Required
Occasional travel - You may be required to travel up to 25% of each month.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-Time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Position sensitivity and risk
Moderate Risk (MR)

Trust determination process
Suitability/Fitness

Announcement number
CI-R9-MP-2021-0021

Control number
593865000

T H I S  J O B  I S  O P E N  T O

 Help

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/individuals-with-disabilities/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
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Individuals with disabilities

Federal employees - Competitive service
Current or former competitive service federal employees.

Career transition (CTAP, ICTAP, RPL)
Federal employees who meet the definition of a "surplus" or "displaced" employee.

Land & base management
Certain current or former term or temporary federal employees of a land or base management agency.

Military spouses

Peace Corps & AmeriCorps Vista

Special authorities
Individuals eligible under a special authority not listed above, but defined in the federal hiring
regulations.

Veterans

Clarification from the agency
-Current federal employee with competitive status; reinstatement eligible; ICTAP/CTAP
eligible -Current/former federal employee eligible under misc act/authority/agreement
(e.g., land management, postal service, interchange agreement) -Veteran who is preference
eligible or has separated from the armed forces under honorable conditions a�er 3 years or
more of continuous active service (VEOA) -Applicant eligible for noncompetitive
appointment (e.g., Schedule A, Peace Corps, VRA) -PHS O�icer

Duties
At the entry level of this position, you will:

Coordinate and manage responses to FOIA requests as part of a centralized Regional FOIA
Team; track and process FOIA requests while adhering to the procedures specified under
FOIA and Agency guidance.

 Help

https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/individuals-with-disabilities/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/#transition
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/land-management/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/military-spouses/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/peace-corps/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/special-authorities
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/
https://www.usajobs.gov/Help/how-to/job-announcement/duties/
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Assist the regional sta� Attorney's in preparation for administrative and civil litigation,
including dra�ing correspondence, dra�ing litigation reports consistent with guidance,
preparation of discovery documents, administrative records, pleadings, a�idavits, motions
to dismiss, motions for summary judgment and other documents.

Assist with all administrative processes and electronic systems.  
 

When entering a Federal job at a grade level lower than the highest promotion potential level,
you may be promoted to more complex duties and work more independently, as your career
progresses.

Requirements
Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must submit a resume and required documents--see How to Apply section.

• EPA and non-EPA applicants must submit transcripts/course listings.

• You may be required to travel up to 25% of each month.

• You must be a U.S. citizen.

If you are selected, you may be required to complete a one-year probationary period.

This position is designated as Moderate Risk and requires a background investigation.  Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation.  All conditions of the pre-
employment security process must be met before an o�icial letter of employment can be issued
with a report for duty date.

You must meet time in grade requirements no later than 30 calendar days a�er the closing date
of this announcement.

Qualifications

You do not need a degree to qualify for this position.

We are looking for at least one year of specialized experience related to this position as
described below:

 Help

https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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To qualify for the GS-11 level you need to have at least one year of full-time experience
equivalent to the GS-09 level defined as reviewing, analyzing and processing electronic records;
providing assistance to Attorney's during hearings, proceedings, trials or depositions; improving
and applying electronic search criteria.

- OR Ph.D. or equivalent doctoral degree; or 3 full years of progressively higher level graduate
education leading to such a degree; or LL.M., in an academic discipline related to this position 
- OR an equivalent combination of education and experience.

Your answers to the online assessment will be used to evaluate your competencies in the
following areas: 

1. Knowledge and skill to e�ectively plan, direct and coordinate the activities to conduct the
review, evaluation, and processing of FOIA requests and eDiscovery.

2. Knowledge of civil and criminal provisions of environmental protection statutes and an
extensive working knowledge of the enforcement aspects of the statues and regulations
administered by the 
O�ice and various actions utilized to implement them.

3. Skill in performing extensive and thorough legal research into the legislative history,
precedent cases, decisions, and opinions that may be applicable to particular legal matters.

4. Skill in investigating and becoming thoroughly familiar with subject matter details involved
in a case or legal matter; determine the specific data needed and best approach to obtain
this data or to determine relevance or su�iciency of available legal and technical or other
related data.

5. Knowledge of the Agency's mission and the skill to interpret and apply the federal
environmental statutes and the Agency's policies, regulations, objectives and guidance as
they relate to the enforcement of administrative actions.

6. Knowledge of business principles and techniques, including information technology tools,
and ability to apply them in analyzing voluminous, complex and o�en incomplete records.
Ability to use Lexis, Relativity, Adobe Pro, and other computer assisted legal research,
records management and eDiscovery tools as well as traditional law library case books,
reporters and trade publications.

7. Skill in written communication to prepare reports, memoranda, a�idavits and FOIA
requests.

8. Skill in oral communication to consult with and document communications with agency
personnel and FOIA requests in which conclusion must be supported legally and factually
and must be presented in a logical manner with correct grammar.
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Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional, philanthropic, religious, spiritual, community, student, social). Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment. You will receive credit for all qualifying
experience, including volunteer experience.

If you have part-time work experience, read this: EPA Announcement Policies and Procedures

Additional information

Read more

Benefits

This position is in the bargaining unit.

Are you a Displaced Federal Employee?  If so, please read the Required Documents section and
visit the EPA website for additional information: EPA Announcement Policies and Procedures

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements.  If you are referred for consideration, you may be subject to
additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to

http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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as Knowledge, Skills, and Abilities (KSAs).  However, your resume should clearly show
possession of these competencies.

To preview questions please click here.

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to submit online (you should redact your social security number, date of birth, and
other personal information):

-Resume clearly stating your experience related to this position as described in the Duties and
Qualifications sections. Your experience description needs to be clear/specific--we may not
make assumptions regarding your experience.

-Responses to online assessment questionnaire (must complete online--it’s not a document you
upload).

-College transcripts - if qualifying based on education or combination of experience/education,
you must submit uno�icial transcripts or list of courses that includes school attended, school
address, course titles, grades earned, completion dates, department, and quarter/semester
hours earned. (O�icial transcripts aren't required at the time of application; if you’re selected,
you must provide o�icial transcripts before you start work.) IF EDUCATION WAS COMPLETED AT
A FOREIGN INSTITUTION: You must submit an equivalency evaluation with your application as
described here: EPA Announcement Policies and Procedures

-Veterans: DD-214 Member 4 copy (or other copy indicating character of service), VA letter stating
overall/combined disability rating (%), and SF-15 (use current form: SF-15, if applicable (see
page 2 of SF-15 for documents that can be submitted in lieu of DD-214/VA letter); active duty
service members: submit certification from the armed forces documenting active duty dates,

 Help

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=67989
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures
https://www.opm.gov/forms/pdf_fill/sf15.pdf
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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expected discharge/release date, campaign medals/badges, and character of service
(certification is any written document from the armed forces certifying you’re expected to be
discharged/released from active duty service in the armed forces under honorable conditions
within 120 days a�er you submit the certification). If you’re a veteran with a disability and want
to be considered for employment through the Schedule A noncompetitive process, provide
documentation as indicated in the noncompetitive appointment bullet below.

-Displaced Federal employees (ICTAP/CTAP): most recent performance appraisal, proof of
eligibility, and most current SF-50 noting position, grade level, tenure, and duty station.

-Current/Former Federal Employees: You must submit Notification(s) of Personnel Action (SF-50)
that includes Position Title, Grade or Level, and Duty Station. SF-50(s) must prove you’re eligible
to apply and have met time-in-grade: 
• ELIGIBILITY - You must provide SF-50(s) demonstrating you meet the criteria in the Clarification
from the Agency section at the top right of this announcement (the most common eligibility
requirements are Competitive Status [Block 24/Tenure and Block 34/Position Occupied on the
SF-50] and In the Commuting Area [Block 39/Duty Station on the SF-50]). 
• TIME-IN-GRADE - If you’re applying for a higher grade, you must provide SF-50(s)
demonstrating you have completed a minimum of 52 weeks in a position at the next lower
grade. The next lower grade is identified in the Qualifications section of this announcement.
(Some SF-50 examples that can prove you’ve met time-in-grade include promotions, within-
grade increases, and SF-50s dated a year apart within the same grade/job.)

-Current Federal Employees: You must submit your most recent completed annual performance
appraisal dated within the last 18 months (if it isn’t dated within the last 18 months or you
haven’t received a performance appraisal, you must upload a signed/dated explanation why).
You only need to upload the page that shows overall rating and manager/supervisor’s signature,
not the entire document. If your performance appraisal was conducted virtually, a supervisory
email certifying your end-of-year review/rating was completed and the date it occurred is
acceptable documentation in lieu of the supervisor’s signature on the performance appraisal
document; the overall rating must also be provided on either the email or the performance
appraisal document.

-If you are applying for a noncompetitive appointment, you must submit additional documents
to prove your eligibility: 
• Schedule A - To be considered for employment through the Schedule A noncompetitive
process for people with severe physical disabilities, psychiatric disabilities, and intellectual
disabilities, provide documentation stating you’re eligible for employment under the Schedule A
hiring authority, 5 CFR 213.3102(u). Documentation must be on letterhead and include a



11/29/21, 11:50 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/593865000 9/14

signature and can be obtained from a licensed medical professional; a licensed vocational
rehabilitation specialist; or any Federal agency, state agency, or agency of the District of
Columbia or a US territory that issues or provides disability benefits. For more information:
Schedule A Hiring Authority. Sample Letters 
• Other - Provide documentation that supports your eligibility for noncompetitive appointment. 
Learn more about noncompetitive appointments: Special Appointment Authorities

Learn more about submitting documentation: Uploading Documents

If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire. To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes.

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature.

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement. You
must provide complete application materials by the day the announcement closes.

For detailed instructions to assist you in ensuring your application package is received, go to <a
href="https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-

https://www.opm.gov/policy-data-oversight/disability-employment/getting-a-job/#url=Schedule-A-Hiring-Authority
https://www.opm.gov/policy-data-oversight/disability-employment/getting-a-job/sampleschedaletters.pdf
https://www.opm.gov/FAQs/QA.aspx?fid=de14aff4-4f77-4e17-afaa-fa109430fc7b&pid=8f814f58-3b23-4ad2-a246-1f620c32f61a
https://www.usajobs.gov/Help/how-to/account/documents/upload/
http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
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Next steps

procedures/">EPA Announcement Policies and Procedures</a>.

Agency contact information

 Kaitlin Gray

Phone

513-569-7343

Fax

513-569-7826

Email

gray.kaitlin@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources O�ice  
26 West Martin Luther King Drive  
Cincinnati, Ohio 45268 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account. You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package. You will be contacted if further
evaluation or interviews are required. Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration. We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education. If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent

tel:513-569-7343
mailto:gray.kaitlin@epa.gov
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This job announcement has closed

The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

Reviewing applications

Open & closing dates
 03/03/2021 to 03/16/2021

Salary
$78,861 - $102,526 per year

Pay scale & grade
GS 11

Location
1 vacancy in the following location:

San Francisco, CA
1 vacancy

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Occasional travel - You may be required to travel up to 25% of each month.

Relocation expenses reimbursed
No

Appointment type

 Help

https://www.usajobs.gov/GetJob/PrintPreview/593865000
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Permanent

Work schedule
Full-Time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Position sensitivity and risk
Moderate Risk (MR)

Trust determination process
Suitability/Fitness

Announcement number
CI-R9-MP-2021-0021

Control number
593865000

 Account

Home

Profile

javascript:void(0);
https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Applicant/Profile/Dashboard
https://www.usajobs.gov/Applicant/Profile/
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USAJOBS is a United States O�ice of Personnel Management website.

   

EEO Policy Statement

Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Documents

Saved jobs

Saved searches

 Help

Help center

About USAJOBS

FAQs

Get started

How to…

Working in government

https://www.opm.gov/
https://www.facebook.com/USAJOBS
https://www.linkedin.com/company/usajobs
https://twitter.com/USAJOBS
https://www.youtube.com/user/usajobsapp
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/preference/
https://www.usajobs.gov/Help/legal-and-regulatory-guidance/
https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://www.usajobs.gov/Applicant/Document/Resumes
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
https://www.usajobs.gov/Help/
https://www.usajobs.gov/Help/About/
https://www.usajobs.gov/Help/faq/
https://www.usajobs.gov/Help/Get-Started/
https://www.usajobs.gov/Help/how-to/
https://www.usajobs.gov/Help/working-in-government
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Privacy Policy

USA.gov

https://usajobs.gov/help/privacy/
http://www.usa.gov/
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is in Region 10, O�ice of Regional Counsel.  If selected, you must work at the
location stated in this announcement.  About Region 10:  EPA Region 10

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 06/28/2021 to 07/02/2021

Salary
$84,886 - $110,356 per year

Pay scale & grade
GS 12

Location
1 vacancy in the following location:

Seattle, WA
1 vacancy

Telework eligible
Yes—as determined by the agency policy.

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/605821300
https://www.epa.gov/aboutepa/epa-region-10-pacific-northwest
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Travel Required
Occasional travel - You may be required to travel up to 25% of each month.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

Announcement number
CI-R10-OT-2021-0026

Control number
605821300

T H I S  J O B  I S  O P E N  T O

Career transition (CTAP, ICTAP, RPL)
Federal employees who meet the definition of a "surplus" or "displaced" employee.

Veterans

 Help

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/#transition
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
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Clarification from the agency
You may apply if you: 1-Are an ICTAP or EPA CTAP eligible in the commuting area of Seattle,
WA; or 2-Live anywhere as a preference eligible veteran or honorably discharged from the
armed services a�er 3 years or more of continuous active service (VEOA).

Duties
You will:

Under the direction of a regional sta� attorney, assist in the preparation of administrative
and judicial actions including, dra�ing correspondence and legal documents, preparing
administrative records, supporting negotiations and coordinating the preparation of legal
documents.

Conduct legal research on a variety of legal issues; search for supportive information on
own initiative form a variety of sources.

Participate in all aspects of information production overseeing and using complex
electronic discovery databases and IT tools and training others to use these tools.

Organize and maintain files for complex cases; obtain and review reports, correspondence
and court documents; manage the ORC records system. The work includes varied duties
requiring many di�erent and unrelated processes and methods applied to a broad range of
activities or substantial depth of analysis typical for an administrative or professional field.

Determine the most e�ective manner for obtaining factual information and e�iciently
utilizes sophisticated investigative techniques; i.e., records and documents analysis,
confidential sources, various information gathering techniques, etc., as well as developing
techniques to better promote compliance and detect violations of law.

 Help

Requirements
Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must submit a resume and required documents--see How to Apply section.

• You must be a U.S. citizen.

If you are selected, you may be required to complete a one-year probationary period.

 Help

https://www.usajobs.gov/Help/how-to/job-announcement/duties/
https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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This position is designated as Moderate Risk and requires a background investigation. Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation. All conditions of the pre-
employment security process must be met before an o�icial letter of employment can be issued
with a report for duty date.

You must meet time in grade requirements no later than 30 calendar days a�er the closing date
of this announcement.

Qualifications

You do not need a degree to qualify for this position.

We are looking for at least one year of specialized experience related to this position as
described below:

To qualify for the GS-12 level, you need to have at least one year of full-time experience
equivalent to the GS-11 level defined as providing legal support to one or more attorneys,
including legal research, writing, document compilation/review/formatting, and/or assistance
with litigation. 

Your answers to the online assessment will be used to evaluate your competencies in the
following areas: 

1. Skill in written communication.

2. Ability to work independently to plan, direct, organize, and coordinate work to be
accomplished by target dates.

3. Ability to analyze, weigh evidence, reach conclusions, and recommend decisions.

4. Ability to detect subtle discrepancies in information, distinguish between relevant and
irrelevant information, and prepare reports.

5. Skill in oral communication.

6. Knowledge of the required electronic discovery databases and IT tools.

7. Skill in establishing deadlines and priorities.

8. Knowledge and skill to e�ectively plan, direct and coordinate the activities to respond to
production requests.

9. Knowledge of discovery rules and procedures and policies regarding records management.

10. Skill in organizing and maintaining files.
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11. Knowledge of Freedom of Information Act (FOIA) requirements and procedures su�icient to
perform analysis, evaluation and review of documents.

12. Ability to train personnel regarding FOIA and records management.

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional, philanthropic, religious, spiritual, community, student, social).  Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment.  You will receive credit for all qualifying
experience, including volunteer experience.

If you have part-time work experience, read this:  EPA Announcement Policies and Procedures.

Additional information

Read more

Benefits

Are you a Displaced Federal Employee?  If so, please read the Required Documents section and
visit the EPA website for additional information: EPA Announcement Policies and Procedures

EPA participates in E-Verify E-Verify is an Internet based system operated by the Department of

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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qualification requirements.  If you are referred for consideration, you may be subject to
additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to
as Knowledge, Skills, and Abilities (KSAs).  However, your resume should clearly show
possession of these competencies. 

To preview questions please click here.

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to submit online (you should redact your social security number, date of birth, and
other personal information): 

-Resume clearly stating your experience related to this position as described in the Duties and
Qualifications sections. Your experience description needs to be clear/specific--we may not
make assumptions regarding your experience. 

-Responses to online assessment questionnaire (must complete online--it’s not a document you
upload). 

-Veterans: DD-214 Member 4 copy (or other copy indicating character of service), VA letter stating
overall/combined disability rating (%), and SF-15 (use current form: SF-15), if applicable (see
page 2 of SF-15 for documents that can be submitted in lieu of DD-214/VA letter); active duty
service members: submit certification from the armed forces documenting active duty dates,
expected discharge/release date, campaign medals/badges, and character of service
(certification is any written document from the armed forces certifying you’re expected to be

 Help

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=68549
https://www.opm.gov/forms/pdf_fill/sf15.pdf
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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discharged/released from active duty service in the armed forces under honorable conditions
within 120 days a�er you submit the certification). If you’re a veteran with a disability and want
to be considered for employment through the Schedule A noncompetitive process, provide
documentation as indicated in the noncompetitive appointment bullet below. 

-Displaced Federal employees (ICTAP/CTAP): most recent performance appraisal, proof of
eligibility, and most current SF-50 noting position, grade level, tenure, and duty station. 

-Current/Former Federal Employees: You must submit Notification(s) of Personnel Action (SF-50)
that includes Position Title, Grade or Level, and Duty Station. SF-50(s) must prove you’re eligible
to apply and have met time-in-grade: 
• ELIGIBILITY - You must provide SF-50(s) demonstrating you meet the criteria in the Clarification
from the Agency section at the top right of this announcement (the most common eligibility
requirements are Competitive Status [Block 24/Tenure and Block 34/Position Occupied on the
SF-50] and In the Commuting Area [Block 39/Duty Station on the SF-50]). 
• TIME-IN-GRADE - If you’re applying for a higher grade, you must provide SF-50(s)
demonstrating you have completed a minimum of 52 weeks in a position at the next lower
grade. The next lower grade is identified in the Qualifications section of this announcement.
(Some SF-50 examples that can prove you’ve met time-in-grade include promotions, within-
grade increases, and SF-50s dated a year apart within the same grade/job.) 

-Current Federal Employees: You must submit your most recent completed annual performance
appraisal dated within the last 18 months (if it isn’t dated within the last 18 months or you
haven’t received a performance appraisal, you must upload a signed/dated explanation why).
You only need to upload the page that shows overall rating and manager/supervisor’s signature,
not the entire document. If your performance appraisal was conducted virtually, a supervisory
email certifying your end-of-year review/rating was completed and the date it occurred is
acceptable documentation in lieu of the supervisor’s signature on the performance appraisal
document; the overall rating must also be provided on either the email or the performance
appraisal document. 

-If you are applying for a noncompetitive appointment, you must submit additional documents
to prove your eligibility: 
• Schedule A - To be considered for employment through the Schedule A noncompetitive
process for people with severe physical disabilities, psychiatric disabilities, and intellectual
disabilities, provide documentation stating you’re eligible for employment under the Schedule A
hiring authority, 5 CFR 213.3102(u). Documentation must be on letterhead and include a
signature and can be obtained from a licensed medical professional; a licensed vocational
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rehabilitation specialist; or any Federal agency, state agency, or agency of the District of
Columbia or a US territory that issues or provides disability benefits. For more information:
Schedule A Hiring Authority & Sample Letters 
• Other - Provide documentation that supports your eligibility for noncompetitive appointment. 
Learn more about noncompetitive appointments: Special Appointment Authorities 

Learn more about submitting documentation: Uploading Documents

If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

https://www.opm.gov/policy-data-oversight/disability-employment/getting-a-job/#url=Schedule-A-Hiring-Authority
https://www.opm.gov/policy-data-oversight/disability-employment/getting-a-job/sampleschedaletters.pdf
https://www.opm.gov/FAQs/QA.aspx?fid=de14aff4-4f77-4e17-afaa-fa109430fc7b&pid=8f814f58-3b23-4ad2-a246-1f620c32f61a
https://www.usajobs.gov/Help/how-to/account/documents/upload/
http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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Next steps

Agency contact information

 HRMD-CINN

Phone

513-569-7233

Fax

513-569-7826

Email

fisher.dalin@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources O�ice  
26 West Martin Luther King Drive  
Cincinnati, Ohio 45268 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent

tel:513-569-7233
mailto:fisher.dalin@epa.gov
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This job announcement has closed

The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

Reviewing applications

Open & closing dates
 06/28/2021 to 07/02/2021

Salary
$84,886 - $110,356 per year

Pay scale & grade
GS 12

Location
1 vacancy in the following location:

Seattle, WA
1 vacancy

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Occasional travel - You may be required to travel up to 25% of each month.

Relocation expenses reimbursed
No

Appointment type

 Help

https://www.usajobs.gov/GetJob/PrintPreview/605821300
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

Announcement number
CI-R10-OT-2021-0026

Control number
605821300

 Account

Home

Profile

Documents

Saved jobs

Saved searches

javascript:void(0);
https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Applicant/Profile/Dashboard
https://www.usajobs.gov/Applicant/Profile/
https://www.usajobs.gov/Applicant/Document/Resumes
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
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USAJOBS is a United States O�ice of Personnel Management website.
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 Help

Help center

About USAJOBS
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Working in government
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Who May Apply/Clarification
From the Agency:

Appointment Type

Appointment Type Details:

Marketing Statement:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Requirements:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Current permanent EPA employees in Region 9 with competitive status  and CTAP eligibles. 

**This announcement has been extended until 01/07/2011**

Permanent

Permanent

Earth Day is every day at EPA! Our diverse workforce connects to more than just a career-we share a common passion to promote a cleaner,
healthier environment.  We consistently rank as one of the top Federal agencies in which to work, with great benefits and work flexibilities.
 See more about us here:  http://www.epa.gov.

This position, with an organizational title of Regional Hearing Clerk, is located in Region 9, Office of Regional Counsel, in San Francisco, CA.
For more information on this office, visit their website:  http://www.epa.gov/region9/

No

Back to top

Duties

At the full performance level, you will: 
Serves as the Regional Hearing Clerk analyzing, evaluating and maintaining documents generated in the administrative enforcement case process, as set forth in the Agency's
Consolidated Rules of Practice, 40 CFR Part 22. Provides support to the attorneys in the Office of Regional Counsel on various projects which include research, drafting
memoranda; analyzing statutes, regulations, policies and case law precedents. Maintains the integrity of legal information in the Office of Regional Counsel's Defensive Docket
Tracking System, legal information in the Region 9 Consent Decree Tracking System, as well as assist the Integrated Compliance Information System (ICIS) Administrator with
enforcement case information. 

At the higher grade level, your assignments will be more complex and you should need less guidance from your supervisor.

Back to top

Qualifications and Evaluations

This position is designated as Low Risk and requires a background investigation. Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation. 

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

LV-R9-MP-2011-0004

Environmental Protection Agency

Paralegal Specialist, GS-0950-07/09

12/03/2010 - 01/07/2011

Format MM/DD/YYYY

GS - 0950 07/09

USD $45,923 - USD $73,019

Full-time - Full-time

GS-11

1 Vacancy in 

No

Jennifer Crowson 
702-798-2401 
TeamVegas@epa.gov

San Francisco County, CA

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=1345&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=1345&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=1345&orgId=1
http://www.epa.gov/
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Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits:

Other Information:

How to Apply:

Required Documents:

You must meet time in grade requirements no later than 30 calendar days after the closing date of this announcement.

You must be a U.S. citizen.
You may be required to travel 1 to 5 days per month.
You must submit resume and required documents (See How to Apply Tab)

We will review your resume and required documents to ensure you meet the basic qualification requirements.  Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section.  If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment.  Your responses to the on-line assessment will be used to measure the degree
to which your background matches the requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements.

You do not need a degree to qualify for this position. 
  
We are looking for at least one year of experience related to this position as described below:   

GS-07: Experience maintaining administrative files and identifying problems associated with those files, and/or experience gathering pertinent
data to determine potential errors; OR 1 full year of graduate level education; or superior academic achievement degree in any academic
discipline. 

GS-09: Experience providing support on various projects, which could include researching and drafting memoranda, and/or analyzing
statutory regulations, and experience evaluating administrative documents for filing; OR master's or equivalent graduate degree; or 2 full
years of progressively higher level graduate education leading to such a degree; or LL.B. or J.D., if related; degree in any academic discipline. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas:   

Knowledge of administrative case content, procedures and principles; ability to analyze legal issues; ability to maintain hardcopy and
electornoic files and databases; ability to plan and organize work, and the ability to communicate both orally and in writing.

Back to top

Benefits and Other Info

Benefits will not change for current permanent EPA employees.

Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional information
http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.   To be considered, you must submit a complete application package by
11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature.   

If you cannot apply on-line, contact the Human Resources Office listed to the right for assistance at least three business days prior to the
closing date of this announcement.  Reasonable accommodations will be provided on a case-by-case basis. 

For detailed instructions to assist you in ensuring your application package is received, go to
http://epa.gov/ohr/ezhire/vacancy_requirements.htm .

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section. 
--Responses to the on-line assessment questionnaire 
--College transcripts - required to submit either unofficial transcripts or a list of courses that includes grades earned, completion dates, and
quarter or semester hours earned. 
--Displaced Federal employees under CTAP (Provide these documents: copy of your most recent performance appraisal, proof of eligibility,
and your most current SF-50 noting position, grade level, and duty location with your application.) Additional information can be found on our
web site: http://epa.gov/ohr/ezhire/vacancy_requirements.htm 
--Current EPA Employees:  You are encouraged to submit a Notification of Personnel Action (SF-50).  If you fail to provide an SF-50, we will
access your Federal employment records in e-OPF to verify your eligibility to be considered. If your eligibility for consideration cannot be
determined, your application will be rated ineligible.
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Next Steps: Access your USAJobs account to view the status of your application. Information on this process is available on the USAJobs home page
under First Time Visitors.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://www.monstergovernmentsolutions.com/
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing Statement:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Travel Required:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Any U.S. citizen may apply.

Public Trust - Background Investigation

Permanent

Permanent

Earth Day is every day at EPA! Come help us protect the environment! Our diverse workforce connects to more than just a career-we share a
common passion to promote a cleaner, healthier environment.  Discover how exciting safeguarding our natural resources and protecting
human health can be.  We consistently rank as one of the top Federal agencies in which to work, with great benefits and work flexibilities.
Find yourself at EPA. See more about us here:  http://www.epa.gov.

This position is located in Region 10, Office of Regional Counsel located in Seattle, Washington.   
For more information on this office, visit their website:  http://www2.epa.gov/aboutepa/epa-region-10-pacific-northwest

No

No

Occasional Travel
May be required

Back to top

Duties

Assists in the preparation of cases for settlement negotiations, administrative hearings, judicial litigation and appeals, including the review and analysis and evidence, witness
preparation, preparation of exhibits and documentary evidence for use at trial, organization and maintenance of voluminous case information and compilation of administrative
records. 

Drafts legal correspondence, memoranda, and pleadings for administrative actions, judicial litigation and/or legal counseling matters. 

Participates in all aspects of information production overseeing and using complex electronic discovery databases and IT tools and training others to use these tools. 

Conducts legal research and stays abreast of current case law and agency practices concerning ediscovery. Coordinates responses and serves as the primary point of contact for
the collection, processing, review, and production phases of discovery. Helps prepare privilege logs and supporting affidavits. Tracks and maintains the litigation hold database for
the Region. 

Responsible for responding to requests under the Freedom of Information Act. 

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

LV-R10-DE-2015-0001

Environmental Protection Agency

Paralegal Specialist, GS-0950-11/12

12/04/2014 - 12/17/2014

Format MM/DD/YYYY

GS - 0950 11/12

USD $61,867 - USD $96,398

Full-time - Full-time

GS-12

1 Vacancy in 

No

Nicole Wilson 
702-798-2401 
TeamVegas@epa.gov

Seattle, WA, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=58307&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=58307&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=58307&orgId=1
http://www.epa.gov/
http://www2.epa.gov/aboutepa/epa-region-10-pacific-northwest
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits:

Other Information:

Investigates facts concerning violations using various information gathering techniques, including directly interviewing fact witnesses and experts. 

Conducts research to locate and establish liability of entities responsible for environmental cleanup and/or violation of environmental laws. 

Conducts legal research on a variety of legal issues. Provides statutory and regulatory interpretation for Agency personnel by researching statutes, legislative history, regulations
and governing policy.  Prepares appropriate legal memoranda or other appropriate summaries.

Back to top

Qualifications and Evaluations

This position is designated as Moderate Risk and requires a background investigation.  Unless an appropriate background investigation is
already on record with the Office of Personnel Management, you must undergo a background investigation. 

If you are selected, you must complete a one year probationary period.

If you are selected, a pre-employment background check is required.
Position has portable work and selectee may be eligible to telework.
You must be a U.S. citizen.
You must submit resume and required documents (See How to Apply).

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position. You are being evaluated under the category rating method which means, if
you are determined to be qualified, you will be placed into the Best Qualified, Well Qualified, or Qualified Category. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE: We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 
We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-11 level, your resume must reflect at least one year of full time experience utilizing a legal database to conduct legal
research and electronic discovery (ediscovery) - OR Ph.D. or equivalent doctoral degree; or 3 full years of progressively higher level graduate
education leading to such a degree; or LL.M., in any academic discipline. 

To qualify for the GS-12 level, your resume must reflect at least one year of full time experience utilizing a legal database to conduct legal
research and electronic discovery (ediscovery) and preparing legal documents. 

Knowledge, Skills and Abilities: 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas: 

Knowledge of litigation procedures; Knowledge of technology applications; Skill in conducting legal research; Skill in conducting investigative
activities; Ability to work as part of a team; Skill in document management; Skill in written communication; Skill in customer service.

Back to top

Benefits and Other Info

Join EPA in protecting human health and the environment and enjoy many work life quality options! Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System. The following Web addresses are provided for your reference to explore the major benefits
offered to most Federal employees. To find out more visit  
Benefits.  To learn more about us, visit Life and Careers at EPA.

This position is in the bargaining unit. 

Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional information
http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 

EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility.

Back to top

http://www.usajobs.gov/ResourceCenter/Index/Interactive/Benefits#icc
http://www.epa.gov/careers/
http://epa.gov/ohr/ezhire/vacancy_requirements.htm
http://epa.gov/ohr/ezhire/vacancy_requirements.htm
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How to Apply:

Required Documents:

Next Steps:

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.   To be considered, you must submit a complete application package by
11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement.  You must provide complete application materials by the closing date of this announcement. 

For detailed instructions to assist you in ensuring your application package is received, go to 
http://epa.gov/ohr/ezhire/vacancy_requirements.htm.

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific. For each period of experience listed, you must include the description of
duties, hours worked (full time/part time) and dates worked.  We may not make assumptions regarding your experience.   
--Responses to the on-line assessment questionnaire. 
--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy, VA Letter, and SF-15, if applicable; active duty military submit statement of
service from commanding officer documenting dates of active duty and any campaign medals/badges; include character of service. 
--Displaced Federal employees under ICTAP/CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 

Additional information can be found on our web site: http://epa.gov/ohr/ezhire/vacancy_requirements.htm

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://epa.gov/ohr/ezhire/vacancy_requirements.htm
http://epa.gov/ohr/ezhire/vacancy_requirements.htm
http://www.monstergovernmentsolutions.com/
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing Statement:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Travel Required:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Current federal employees with competitive status; reinstatement eligibles; and candidates applying under the EPA Career Transition
Assistance Program or the Interagency Career Transition Assistance Program. 

Veterans who are preference eligibles or who have been separated from the armed services under honorable conditions after 3-years or more
of continuous active service. 

Applicants eligible for non-competitive appointment.

Public Health Service Officers.

Public Trust - Background Investigation

Permanent

Permanent

Earth Day is every day at EPA! Come help us protect the environment! Our diverse workforce connects to more than just a career-we share a
common passion to promote a cleaner, healthier environment.  Discover how exciting safeguarding our natural resources and protecting
human health can be.  We consistently rank as one of the top Federal agencies in which to work, with great benefits and work flexibilities.
Find yourself at EPA. See more about us here:  http://www.epa.gov.

This position is located in Region 10, Office of Regional Counsel located in Seattle, Washington.   
For more information on this office, visit their website:  http://www2.epa.gov/aboutepa/epa-region-10-pacific-northwest

No

No

Occasional Travel
May be required

Back to top

Duties

Assists in the preparation of cases for settlement negotiations, administrative hearings, judicial litigation and appeals, including the review and analysis and evidence, witness
preparation, preparation of exhibits and documentary evidence for use at trial, organization and maintenance of voluminous case information and compilation of administrative
records. 

Drafts legal correspondence, memoranda, and pleadings for administrative actions, judicial litigation and/or legal counseling matters. 

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

LV-R10-MP-2015-0002

Environmental Protection Agency

Paralegal Specialist, GS-0950-11/12

11/26/2014 - 12/17/2014

Format MM/DD/YYYY

GS - 0950 11/12

USD $61,867 - USD $96,398

Full-time - Full-time

GS-12

1 Vacancy in 

No

Nicole Wilson 
702-798-2401 
TeamVegas@epa.gov

Seattle, WA, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=58244&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=58244&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=58244&orgId=1
http://www.epa.gov/
http://www2.epa.gov/aboutepa/epa-region-10-pacific-northwest
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits:

Other Information:

Participates in all aspects of information production overseeing and using complex electronic discovery databases and IT tools and training others to use these tools. 

Conducts legal research and stays abreast of current case law and agency practices concerning ediscovery. Coordinates responses and serves as the primary point of contact for
the collection, processing, review, and production phases of discovery. Helps prepare privilege logs and supporting affidavits. Tracks and maintains the litigation hold database for
the Region. 

Responsible for responding to requests under the Freedom of Information Act. 

Investigates facts concerning violations using various information gathering techniques, including directly interviewing fact witnesses and experts. 

Conducts research to locate and establish liability of entities responsible for environmental cleanup and/or violation of environmental laws. 

Conducts legal research on a variety of legal issues. Provides statutory and regulatory interpretation for Agency personnel by researching statutes, legislative history, regulations
and governing policy.  Prepares appropriate legal memoranda or otherappropriate summaries.

Back to top

Qualifications and Evaluations

This position is designated as Moderate Risk and requires a background investigation.  Unless an appropriate background investigation is
already on record with the Office of Personnel Management, you must undergo a background investigation. 

You must meet time in grade requirements no later than 30 calendar days after the closing date of this announcement.

If you are selected, a pre-employment background check is required.
Position has portable work and selectee may be eligible to telework.
You must be a U.S. citizen.
You must submit resume and required documents (See How to Apply).

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
 However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 
We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-11 level, your resume must reflect at least one year of full time experience equivalent to the GS-09 level utilizing a legal
database to conduct legal research and electronic discovery (ediscovery) - OR Ph.D. or equivalent doctoral degree; or 3 full years of
progressively higher level graduate education leading to such a degree; or LL.M., in any academic discipline. 

To qualify for the GS-12 level, your resume must reflect at least one year of full time experience at the GS-11 level utilizing a legal database to
conduct legal research and electronic discovery (ediscovery) and preparing legal documents.

Knowledge, Skills and Abilities: 
Your answers to the on-line assessment will be used to evaluate your competencies in the following areas: 

Knowledge of litigation procedures; Knowledge of technology applications; Skill in conducting legal research; Skill in conducting investigative
activities; Ability to work as part of a team; Skill in document management; Skill in written communication; Skill in customer service.

Back to top

Benefits and Other Info

Join EPA in protecting human health and the environment and enjoy many work life quality options! Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System. The following Web addresses are provided for your reference to explore the major benefits
offered to most Federal employees. To find out more visit  
Benefits.  To learn more about us, visit Life and Careers at EPA.

This position is in the bargaining unit. 

Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional information
http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 

EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,

http://www.usajobs.gov/ResourceCenter/Index/Interactive/Benefits#icc
http://www.epa.gov/careers/
http://epa.gov/ohr/ezhire/vacancy_requirements.htm
http://epa.gov/ohr/ezhire/vacancy_requirements.htm
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How to Apply:

Required Documents:

Next Steps:

Sections 3302 and 3361. 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.   To be considered, you must submit a complete application package by
11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement.  You must provide complete application materials by the closing date of this announcement. 

For detailed instructions to assist you in ensuring your application package is received, go to 
http://epa.gov/ohr/ezhire/vacancy_requirements.htm.

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  For each period of experience listed, you must include the description of
duties, hours worked (full time/part time) and dates worked.  We may not make assumptions regarding your experience.   
--Responses to the on-line assessment questionnaire. 
--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy, VA Letter, and SF-15, if applicable; active duty military submit statement of
service from commanding officer documenting dates of active duty and any campaign medals/badges; include character of service. 
--Displaced Federal employees under ICTAP/CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 
--Current and Former Federal Employees: You are required to submit a Notification of Personnel Action (SF-50) indicating your status
eligibility.  This SF-50 should include your Position Title, Pay Plan, Occupational Code, and Grade or Level.  If you are a current
temporary/term employee who previously held a status Federal position, you need to submit your SF-50 which shows your eligibility to be
considered.  If your eligibility for consideration cannot be determined, your application will be rated ineligible. 
--Current EPA Employees:  You are encouraged to submit a Notification of Personnel Action (SF-50).  If you fail to provide an SF-50, we will
access your Federal employment records in e-OPF to verify your eligibility to be considered. If your eligibility for consideration cannot be
determined, your application will be rated ineligible. 
--If you are applying for a noncompetitive appointment, you'll need to submit additional documents to prove your eligibility to apply to this
vacancy announcement.  If you want to learn more about noncompetitive appointments, visit OPM's web site:
http://www.opm.gov/employ/students/fedhire.asp#authorities    

If you want to know more about submitting documentation to our office, visit EPA's web site:
http://epa.gov/ohr/ezhire/vacancy_requirements.htm

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://epa.gov/ohr/ezhire/vacancy_requirements.htm
http://www.opm.gov/employ/students/fedhire.asp#authorities
http://epa.gov/ohr/ezhire/vacancy_requirements.htm
http://www.monstergovernmentsolutions.com/
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Current permanent EPA employees in the Office of the Assistant Administrator for Administration and Resources Management (OARM) with
competitive status and CTAP eligibles.

Public Trust - Background Investigation

Permanent

Permanent

About the Agency

Earth Day is every day at EPA! Our diverse workforce connects to more than just a career—we share a common passion to promote a
cleaner, healthier environment.  We consistently rank as one of the top Federal agencies in which to work, with great benefits and work
flexibilities.    
This position is located in the Office of the Assistant Administrator for Administration and Resources Management, Office of
the Assistant Administrator, Immediate Office of Administrative Law Judges, Washington, D.C. 
For more information on this office, visit their website:  http://intranet.epa.gov/OARM/index.html.

No

No

Back to top

Duties

You will:  
-Review and analyze case files, motions, and other submissions from parties and makes recommendations to the Administrative Law Judges (ALJs); 
-Prepare orders, memoranda, templates, and written correspondence for ALJs; 
-Use computerized legal research systems including Lexis, Westlaw, and federal government websites to obtain and draft legal analyses of statutory provisions, regulatory
provisions, decisions of courts and administrative tribunals, and policy documents; 
-Manage the administrative work of the ALJs including preparing index of hearing transcripts, Certificates of Service, monthly case status reports, arranges travel and courtrooms,
etc. 

When entering a Federal job at a grade level lower than the highest promotion potential level, you may be promoted to more complex duties and work more independently, as your
career progresses.

Back to top

Qualifications and Evaluations

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

RTP-OA-MP-2014-0004

Environmental Protection Agency

Paralegal Specialist

01/15/2014 - 02/05/2014

Format MM/DD/YYYY

GS - 0950 11/12

USD $63,091 - USD $98,305

Full-time - Full-time

GS-12

No

Brittany Jones 
800-433-9633 
jones.brittany@epa.gov

FEW in Washington DC, DC, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=57256&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=57256&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=57256&orgId=1
http://www.epa.gov/
http://intranet.epa.gov/OARM/index.html
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits URL:

Agency Benefits:

Other Information:

How to Apply:

Required Documents:

You must meet time in grade requirements no later than 30 calendar days after the closing date of this announcement. 
 This position is designated as Low Risk and requires a background investigation. Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation.

If you are selected, a pre-employment background check is required.
You must submit resume and required documents (See How to Apply).
Position has portable work and selectee may be eligible to telework.

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position and an applicable score assigned.  

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements.  

NOTE:  We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
 However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-11 level, you need to have at least one year of full time experience defined as assisting ALJ’s in preparing orders,
drafting written and oral correspondence, and drafting memoranda for review - OR Ph.D. or equivalent doctoral degree; or 3 full years of
progressively higher level graduate education leading to such a degree; or LL.M., in any academic discipline. 

To qualify for the GS-12 level, you need to have at least one year of full time experience defined as analyzing legal research and reviewing
case files to make recommendation to the ALJ’s. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas: 1) Knowledge of legal processes
(administrative litigation, Alternation Dispute Resolution (ADR), and environmental law); 2) Skill in oral communication; 3) Skill in analyzing
issues of fact and law; 4) Skill in written communication; 5) Ability to perform legal research; 6) Ability to manage the work of a lead or
supervisor.

Back to top

Benefits and Other Info

Review our Benefits

Benefits will not change for current permanent EPA employees.

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

If you have part-time work experience, read this: http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility. 

This position is in the bargaining unit.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.   To be considered, you must submit a complete application package by
11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement.  You must provide complete application materials by the closing date of this announcement. 

For detailed instructions to assist you in ensuring your application 
package is received, go to 
http://epa.gov/ohr/ezhire/vacancy_requirements.htm.

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   
--Responses to the on-line assessment questionnaire 
--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to

https://help.usajobs.gov/index.php/Pay_and_Benefits
http://epa.gov/ohr/ezhire/vacancy_requirements.htm
http://epa.gov/ohr/ezhire/vacancy_requirements.htm
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Next Steps:

submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Displaced Federal employees under CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most current SF-
50 noting position, grade level, tenure, and duty station. 
--Current EPA Employees:  You are encouraged to submit a Notification of Personnel Action (SF-50).  If you fail to provide an SF-50, we will
access your Federal employment records in e-OPF to verify your eligibility to be considered. If your eligibility for consideration cannot be
determined, your application will be rated ineligible. 

If you want to know more about submitting documentation to our office, visit EPA's web site:
http://epa.gov/ohr/ezhire/vacancy_requirements.htm.

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://epa.gov/ohr/ezhire/vacancy_requirements.htm
http://www.monstergovernmentsolutions.com/
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
Earth Day is every day at EPA!  At EPA, you can protect human health and the environment of all
Americans, and you’ll discover that EPA is one great place to work!  We o�er great benefits and
work flexibilities, and our diverse workforce connects to more than just a career--we share a
common passion to promote a cleaner, healthier environment.

This position is located in the O�ice of Environmental Information, O�ice of Enterprise
Information Programs, eDiscovery Division in Washington, DC.  

For more information on this o�ice, visit their website: https://www.epa.gov/aboutepa/about-
o�ice-environmental-information-oei 

If selected, you must work at the location stated in this announcement.

Learn more about this agency

Overview
Reviewing applications

Open & closing dates
 06/12/2018 to 07/03/2018

Salary
$81,548 - $106,012 per year

Pay scale & grade

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/502005900
https://www.epa.gov/aboutepa/about-office-environmental-information-oei
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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 Help

GS 12

Location
1 vacancy in the following location:

Washington DC, DC

Telework eligible
Yes—as determined by the agency policy.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Announcement number
RTP-OEI-MP-2018-0030

Control number
502005900

T H I S  J O B  I S  O P E N  T O

 Help

https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
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Federal employees - Competitive service
Current or former competitive service federal employees.

Career transition (CTAP, ICTAP, RPL)
Federal employees who meet the definition of a "surplus" or "displaced" employee.

Internal to an agency
Current federal employees of this agency.

Duties
You will: 

- Perform project management roles for the eDiscovery Assistance Team (eDAT);

- Develop and maintain eDAT policies and standard operating procedures for eDiscovery
workflows;

- Develop and maintain communication plans and outreach to partners/customers regarding
eDiscovery services;

- Provide Quality Assurance (QA)/Quality Control (QC) oversite to ensure all requests are tracked
and collections are completed and accurate prior to release;

- Develop and maintain eDAT training.

Who May Apply

This job is open to…

Current permanent EPA internal employees with competitive status and CTAP eligibles.

Questions? This job is open to 3 groups.

 Help

Requirements
Conditions of Employment

 Help

https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/#transition
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/#internal
javascript:void(0);
https://www.usajobs.gov/Help/how-to/job-announcement/duties/
https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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• If you are selected, a pre-employment background check is required.

• You must submit a resume and required documents (see How to Apply section).

• You may be required to travel 1 to 5 days per month.

This position is designated as Low Risk and requires a background investigation. Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation.

You must meet time in grade requirements no later than 30 calendar days a�er the closing date
of this announcement.

Qualifications

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as
described below:

To qualify for the GS-12 level, you need to have at least one year of full-time experience
equivalent to the GS-11 level defined as reviewing and analyzing electronic data requests;
creating and/or improving electronic search criteria using boolean logic; and preparing written
analyses. 

Your answers to the on-line assessment will be used to evaluate your competencies in the
following areas: 1) Skill in project management; 2) Skill in data collection and management;
3) Knowledge of eDiscovery best practices, challenges, and business processes; 4) Skill in written
communication; 5) Ability to develop and implement communication strategies; 6) Skill in oral
communication; 7) Skill in performing quality assurance reviews; 8) Skill in developing training
materials.

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional; philanthropic; religious; spiritual; community, student, social). Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment. You will receive credit for all qualifying
experience, including volunteer experience.

Additional information
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Read more

Benefits

This position is in the bargaining unit.

Position has portable work and selectee may be authorized to telework a�er meeting eligibility

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements.  If you are referred for consideration, you may be subject to
additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to
as Knowledge, Skills, and Abilities (KSAs). However, your resume should clearly show possession
of these competencies.

To preview questions please click here.

Benefits

Required Documents

How to Apply

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=62639
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Fair and Transparent

Required Documents
Documents to be submitted online: 

-- Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and
specific.  We may not make assumptions regarding your experience.   
-- Responses to the online assessment questionnaire. 
-- Displaced Federal employees under CTAP:  copy of your most recent performance appraisal,
proof of eligibility, and your most current SF-50 noting position, grade level, tenure, and duty
station. 
-- Current EPA Employees:  You are encouraged to submit a Notification of Personnel Action (SF-
50).  If you fail to provide an SF-50, we will access your Federal employment records in eOPF to
verify your eligibility to be considered.  If your eligibility for consideration cannot be determined,
your application will be rated ineligible. 

If you want to know more about submitting documentation to our o�ice, visit EPA's website:  

EPA Announcement Policies and Procedures

. 

If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

 Help

How to Apply  Help

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
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You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

Agency contact information

 Amanda Jackson

Phone

800-433-9633

Fax

919-541-2186

Email

jackson.amanda@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources Management Division  
109 T.W. Alexander Drive, MD C639-02  
Research Triangle Pk, North Carolina 27711 
United States

Learn more about this agency

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
tel:800-433-9633
mailto:jackson.amanda@epa.gov
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 Print

This job announcement has closed

Next steps

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

Reviewing applications

Open & closing dates
 06/12/2018 to 07/03/2018

Salary
$81,548 - $106,012 per year

 Help

https://www.usajobs.gov/GetJob/PrintPreview/502005900
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Pay scale & grade
GS 12

Location
1 vacancy in the following location:

Washington DC, DC

Telework eligible
Yes—as determined by the agency policy.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Announcement number
RTP-OEI-MP-2018-0030

Control number
502005900

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
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Return to top

USAJOBS is a United States O�ice of Personnel Management website.
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 Help
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Get started

How to…

Working in government

javascript:void(0);
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https://www.usajobs.gov/Applicant/Document/Resumes
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
https://www.usajobs.gov/Help/
https://www.usajobs.gov/Help/About/
https://www.usajobs.gov/Help/faq/
https://www.usajobs.gov/Help/Get-Started/
https://www.usajobs.gov/Help/how-to/
https://www.usajobs.gov/Help/working-in-government
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Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Privacy Policy

USA.gov

https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
http://www.usa.gov/
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Any U.S. citizen may apply. 

NOTE: This announcement will remain open through 11:59 PM Eastern time on the day the 100th application is received (all applications
received on that day will be considered), or 11:59 PM Eastern time on the closing date, whichever comes first.

Other

Permanent

Permanent

About the Agency

Earth Day is every day at EPA!  At EPA, you can protect human health and the environment of all Americans, and you’ll discover that EPA is
one great place to work!  We offer great benefits and work flexibilities, and our diverse workforce connects to more than just a career-we
share a common passion to promote a cleaner, healthier environment.  Discover how exciting safeguarding our natural resources and
protecting human health can be. Find yourself at EPA. 

This position is located in the Office of General Counsel, General Law Office, Washington, DC.   
For more information on this office, visit their website: https://www.epa.gov/aboutepa/about-office-general-counsel-ogc 

Except in special circumstances, those new to the federal government will be hired at the starting salary (step 1) of the applicable grade range
listed above.

No

No

Back to top

Duties

You will: 

- Perform legal research and prepare legal memoranda or other summaries; 
- Assist attorneys on cases (both administrative proceedings and civil litigation) and prepare draft responses to case-related items or correspondence and coordinate review of
proposed drafts; 
- Gather and analyze data related to legal claims in administrative proceedings and civil litigation; 
- Perform document organization, management, and retrieval in cases and administrative matters; 

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

RTP-OGC-DE-2016-0005

Environmental Protection Agency

Paralegal Specialist

08/24/2016 - 08/25/2016

Format MM/DD/YYYY

This vacancy is limited to a certain number of applicants and may close before the close date listed here if that limit is reached.

GS - 0950 11/12

USD $64,650 - USD $100,736

Full-time - Full-time

GS-12

No

Cheryl Ashley 
800-433-9633 
ashley.cheryl@epa.gov

1 in Washington DC, DC, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=60656&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=60656&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=60656&orgId=1
http://www.epa.gov/
https://www.epa.gov/aboutepa/about-office-general-counsel-ogc
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits URL:

Agency Benefits:

Other Information:

- Assist in preparing discovery and witnesses for deposition and/or trial. 

When entering a Federal job at a grade level lower than the highest promotion potential level, you may be promoted to more complex duties and work more independently, as your
career progresses.

Back to top

Qualifications and Evaluations

If you are selected, you must complete a one year probationary period. 

This position is designated as Low Risk and requires a background investigation. Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation.

If you are selected, a pre-employment background check is required.
You must be a U.S. citizen.
You may be required to travel 1 to 5 days per month.
You must submit resume and required documents (See How to Apply)

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position. You are being evaluated under the category rating method which means, if
you are determined to be qualified, you will be placed into the Best Qualified, Well Qualified, or Qualified Category. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE: We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-11 level, you need to have at least one year of full time experience equivalent to the GS-09 level defined as: Providing
support for litigation before courts and/or administrative tribunals including researching legal precedents, assisting in drafting briefs or other
legal documents or submissions, and managing a variety of logistical tasks related to litigation, such as e-discovery and organizing case files.
OR Ph.D. or equivalent doctoral degree; or 3 full years of progressively higher level graduate education leading to such a degree; or LL.M., in
any academic discipline. 

To qualify for the GS-12 level, you need to have at least one year of full time experience equivalent to the GS-11 level defined as: Providing
support for litigation before courts and/or administrative tribunals including researching legal precedents, assisting in drafting briefs or other
legal documents or submissions, assisting in addressing discovery, including using electronic litigation software for discovery, and managing a
variety of logistical tasks related to litigation, such as organizing case files. 
Your answers to the on-line assessment will be used to evaluate your competencies in the following areas:  1) Ability to research and interpret
statutes, case law, legislative history, regulations, and/or policy; 2) Skill in written communication; 3) Ability to prepare legal exhibits; 4) Ability
to gather and/or analyze data related to legal issues; 5) Ability to review and synthesize case information; 6) Knowledge of record
management procedures; 7) Skill in using electronic databases, such as Relativity, FOIAonline, or another e-discovery tool; 8) Skill in oral
communication. 

Experience refers to paid and unpaid experience, including volunteer work done through National Service programs (e.g., Peace Corps,
AmeriCorps) and other organizations (e.g., professional; philanthropic; religious; spiritual; community, student, social). Volunteer work helps
build critical competencies, knowledge, and skills and can provide valuable training and experience that translates directly to paid
employment. You will receive credit for all qualifying experience, including volunteer experience. 

Back to top

Benefits and Other Info

Review our Benefits

Join EPA in protecting human health and the environment and enjoy many work life quality options!  Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System. To learn more about us, visit Life and Careers at EPA.

Position has portable work and selectee may be eligible to telework. 

Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional
information:  http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures 

EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information: http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures 

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

https://help.usajobs.gov/index.php/pay_and_benefits
http://www.epa.gov/careers/
http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures
http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures
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How to Apply:

Required Documents:

Next Steps:

If you have part-time work experience, read this: (http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures) 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility. 

It is the policy of the Government not to deny employment simply because an individual has been unemployed or has had financial difficulties
that have arisen through no fault of the individual.  Information about an individual’s employment experience will be used only to determine the
person’s qualifications and to assess his or her relative level of knowledge, skills, and abilities. Although an individual’s personal conduct may
be relevant in any employment decision, including conduct during periods of unemployment or evidence of dishonesty in handling financial
matters, financial difficulty that has arisen through no fault of the individual will generally not itself be the basis of an unfavorable suitability or
fitness determination. For more information, visit https://hru.gov/Studio_Recruitment/tools/Mythbuster_on_Federal_Hiring_Policies.pdf .

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.  To be considered, you must submit a complete application package by
11:59 PM Eastern time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement.  You must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to http://www.epa.gov/careers/epa-job-vacancy-
announcements-policies-and-procedures

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   
--Responses to the on-line assessment questionnaire. 
--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of service), VA letter stating overall/combined
disability rating (percentage), and SF-15, if applicable; active duty service members: submit certification from the armed forces documenting
active duty dates, expected discharge/release date, campaign medals/badges, and character of service (a certification is any written
document from the armed forces that certifies you are expected to be discharged/released from active duty service in the armed forces under
honorable conditions within 120 days after you submit the certification). 
--Displaced Federal employees under ICTAP/CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 

Additional information can be found on our web site: http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

https://jobs.monstergovt.com/epa/vacancy/(http:/www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures)?_ref=vtzpdtfnpt0
https://hru.gov/Studio_Recruitment/tools/Mythbuster_on_Federal_Hiring_Policies.pdf
http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures
http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures
http://www.monstergovernmentsolutions.com/
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
Earth Day is every day at EPA! At EPA, you can protect human health and the environment of all
Americans, and you'll discover that EPA is one great place to work! We o�er great benefits and
work flexibilities, and our diverse workforce connects to more than just a career--we share a
common passion to promote a cleaner, healthier environment. 

Discover how exciting safeguarding our natural resources and protecting human health can be.
Find yourself at EPA. 

This position is located in the O�ice of General Counsel, Water Law O�ice in Washington, DC. 

For more information on this o�ice, visit their website: https://www.epa.gov/aboutepa/about-
o�ice-general-counsel-ogc  

Except in special circumstances, those new to the federal government will be hired at the
starting salary (step 1) of the applicable grade range listed above. 

If selected, you must work at the location stated in this announcement.

Learn more about this agency

Overview
Reviewing applications

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/491581800
https://www.epa.gov/aboutepa/about-office-general-counsel-ogc
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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 Help

Open & closing dates
 02/16/2018 to 02/23/2018

Salary
$68,036 - $106,012 per year

Pay scale & grade
GS 11 - 12

Location
1 vacancy in the following location:

Washington DC, DC

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Announcement number
RTP-OGC-DE-2018-0001

Control number
491581800

https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
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T H I S  J O B  I S  O P E N  T O

The public
U.S. Citizens, Nationals or those who owe allegiance to the U.S.

 Help

Duties
You will: 

- Perform legal research and prepare legal memoranda or other summaries. 

- Assist attorneys on cases (both administrative proceedings and civil litigation) and prepare
dra� responses to case-related items. 

- Gather and analyze data related to legal claims in administrative proceedings and civil
litigation. 

- Perform document organization, management, and retrieval in cases and administrative
matters. 

- Assist in preparing and uploading documents for public databases or court filings. 

When entering a Federal job at a grade level lower than the highest promotion potential level,
you may be promoted to more complex duties and work more independently, as your career
progresses.

Who May Apply

This job is open to…
Any U.S. citizen may apply.

Questions? This job is open to 1 group.

 Help

Requirements  Help

https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/public/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
javascript:void(0);
https://www.usajobs.gov/Help/how-to/job-announcement/duties/
https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must submit resume and required documents (see How to Apply section).

• You must be a U.S. citizen.

• You may be required to travel 1 to 5 days per month.

This position is designated as Low Risk and requires a background investigation. Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation. 

If you are selected, you must complete a one year probationary period. 

If you are selected, you will be required to complete a Confidential Financial Disclosure form
within 30 days of your first day of employment and annually therea�er.

Qualifications
You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as
described below: 

To qualify for the GS-11 level, you need to have at least one year of full-time experience
equivalent to the GS-09 level defined as providing support for litigation before courts and/or
administrative tribunals including researching legal precedents, assisting in dra�ing briefs or
other legal documents or submissions OR managing a variety of logistical tasks related to
litigation, such as e-discovery and organizing case files - OR Ph.D. or equivalent doctoral degree;
or 3 full years of progressively higher level graduate education leading to such a degree; or LL.M.,
in an academic discipline related to this position. 

To qualify for the GS-12 level, you need to have at least one year of full time experience
equivalent to the GS-11 level defined as: providing support for litigation before courts and/or
administrative tribunals including researching legal precedents, assisting in dra�ing briefs or
other legal documents or submissions, assisting in addressing discovery, including using
electronic litigation so�ware for discovery, and managing a variety of logistical tasks related to
litigation, such as organizing case files. 

Your answers to the on-line assessment will be used to evaluate your competencies in the
following areas: 1) Ability to research and interpret statutes, case law, legislative history,
regulations, and/or policy; 2) Skill in written communication; 3) Ability to prepare court filings;
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4) Ability to gather and/or analyze data related to legal issues; 5) Ability to review and synthesize
case information; 6) Knowledge of record management procedures; 7) Skill in using electronic
databases, such as Relativity, Freedom of Information Act (FOIA) online, and Courtlink/PACER; 8)
Skill in oral communication. 

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional; philanthropic; religious; spiritual; community, student, social). Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment. You will receive credit for all qualifying
experience, including volunteer experience.

Additional information

Read more

Benefits

Are you a Displaced Federal Employee? If so, please read the Required Documents section and
visit the EPA website for additional information: EPA Announcement Policies and Procedures 

f f b d d b h f

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements. Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section. 

If you meet basic qualification requirements, your application will be further evaluated based on
your answers to the online assessment. Your responses to the online assessment will be used to
measure the degree to which your background matches the requirements for the position. You
are being evaluated under the category rating method which means, if you are determined to be
qualified, you will be placed into the 'Best Qualified', 'Well Qualified', or 'Qualified' category. 

We will compare your resume and supporting documentation to your responses on the

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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assessment questionnaire. If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job. We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements. If you are referred for consideration, you may be subject to
additional assessments. 

NOTE: We do not require a separate statement responding to the competencies, also referred to
as Knowledges, Skills, and Abilities (KSAs). However, your resume should clearly show
possession of these competencies.  
To preview questions please click here.

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to be submitted online: 

--Resume- clearly stating your experience related to this position as described in the Duties
section and Qualifications section. In describing your experience, you need to be clear and
specific. We may not make assumptions regarding your experience. 

--Responses to the online assessment questionnaire. 

--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character
of service), VA letter stating overall/combined disability rating (percentage), and SF-15, if
applicable; active duty service members: submit certification from the armed forces
documenting active duty dates, expected discharge/release date, campaign medals/badges,
and character of service (a certification is any written document from the armed forces that
certifies you are expected to be discharged/released from active duty service in the armed forces
under honorable conditions within 120 days a�er you submit the certification). 

 Help

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=62227
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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--Displaced Federal employees under ICTAP/CTAP: copy of your most recent performance
appraisal, proof of eligibility, and your most current SF-50 noting position, grade level, tenure,
and duty station. 

Additional information can be found on our website: EPA Announcement Policies and
Procedures. 

If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position. 

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire. To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS
document portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement. You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/


11/29/21, 11:57 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/491581800 8/11

Next steps

Agency contact information

 Marketa M. Evans

Phone

800-433-9633

Fax

919-541-2186

Email

evans.marketa@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources Management Division  
109 T.W. Alexander Drive, MD C639-02  
Research Triangle Pk, North Carolina 27711 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account. 

You will receive an acknowledgement from USAJOBS that your submission was successful once
we have received your online occupational questionnaire, resume, and any supporting
documentation. 

You will be notified of the status of your application via your USAJOBS account a�er we
conduct a qualification review of your complete application package. 

You will be contacted if further evaluation or interviews are required. Any exaggeration of your
experience, false statements, or attempt to conceal information may disqualify you for
employment consideration. We may verify all information you provide in your resume and
questionnaire responses through reference and/or background check, and/or verification of
your education. 

tel:800-433-9633
mailto:evans.marketa@epa.gov
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 Print

This job announcement has closed

If you are selected, you will be contacted personally by the human resources o�ice posting
this announcement. 

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

Reviewing applications

Open & closing dates
 02/16/2018 to 02/23/2018

Salary
$68,036 - $106,012 per year

Pay scale & grade
GS 11 - 12

Location

1 vacancy in the following location:

Washington DC, DC

Relocation expenses reimbursed
No

 Help

https://www.usajobs.gov/GetJob/PrintPreview/491581800
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/


11/29/21, 11:57 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/491581800 10/11

Return to top

Appointment type
Permanent

Work schedule
Full-time

Service

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Announcement number
RTP-OGC-DE-2018-0001

Control number
491581800

 Account

Home

Profile

Documents

Saved jobs

Saved searches

 Help

javascript:void(0);
https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Applicant/Profile/Dashboard
https://www.usajobs.gov/Applicant/Profile/
https://www.usajobs.gov/Applicant/Document/Resumes
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
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USAJOBS is a United States O�ice of Personnel Management website.

   

EEO Policy Statement

Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Privacy Policy

USA.gov

Help center

About USAJOBS

FAQs

Get started

How to…

Working in government

https://www.opm.gov/
https://www.facebook.com/USAJOBS
https://www.linkedin.com/company/usajobs
https://twitter.com/USAJOBS
https://www.youtube.com/user/usajobsapp
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/preference/
https://www.usajobs.gov/Help/legal-and-regulatory-guidance/
https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
http://www.usa.gov/
https://www.usajobs.gov/Help/
https://www.usajobs.gov/Help/About/
https://www.usajobs.gov/Help/faq/
https://www.usajobs.gov/Help/Get-Started/
https://www.usajobs.gov/Help/how-to/
https://www.usajobs.gov/Help/working-in-government
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is located in the O�ice of General Counsel in Washington, DC.   

For more information on this o�ice, visit their website: https://www.epa.gov/aboutepa/about-
o�ice-general-counsel-ogc  

If selected, you must work at the location stated in this announcement.

Except in special circumstances, those new to the federal government will be hired at the
starting salary (step 1) of the applicable grade range listed above.

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 05/10/2019 to 05/16/2019

Salary
$69,581 - $108,422 per year

Pay scale & grade
GS 11 - 12

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/533207200
https://www.epa.gov/aboutepa/about-office-general-counsel-ogc
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Location
1 vacancy in the following location:

Washington, DC

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Not required

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

Announcement number
RTP-OGC-DE-2019-0003

Control number
533207200

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
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T H I S  J O B  I S  O P E N  T O

Career transition (CTAP, ICTAP, RPL)
Federal employees who meet the definition of a "surplus" or "displaced" employee.

The public
U.S. Citizens, Nationals or those who owe allegiance to the U.S.

Clarification from the agency
U.S. Citizens

 Help

Duties
You will: 

- Perform legal research of relevant statutes, case law, legislative history, regulations, and
governing policy, and prepare legal memoranda or other summaries of researched issues. 

- Assist General Counsel and Deputy General Counsels on administrative and judicial cases,
including review, analysis, and preparation of motions to be filed. 

- Gather and analyze factual data related to litigation or other legal matters in order to support
litigation and administrative proceedings, or to respond to legal and technical questions.

- Perform document organization, management, and retrieval in cases and administrative
matters, including maintenance of litigation databases. 

- Serve as Freedom of Information Act (FOIA) coordinator for the o�ice, to include
comprehensive support for FOIA document searches and review. 

When entering a Federal job at a grade level lower than the highest promotion potential level,
you may be promoted to more complex duties and work more independently, as your career
progresses.

 Help

Requirements
Conditions of Employment

 Help

https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/#transition
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/public/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
https://www.usajobs.gov/Help/how-to/job-announcement/duties/
https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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• If you are selected, a pre-employment background check is required.

• You must submit resume and required documents (see How to Apply section).

• You must be a U.S. citizen.

• You may be required to travel 1 to 5 days per month.

This position is designated as Low Risk and requires a background investigation. Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation. 

If you are selected, you must complete a one year probationary period.

Qualifications

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as
described below: 

To qualify for the GS-11 level, you need to have at least one year of full-time experience
equivalent to the GS-09 level defined as providing support for litigation before courts and/or
administrative tribunals including researching legal precedents, assisting in dra�ing briefs or
other legal documents or submissions OR managing a variety of logistical tasks related to
litigation, such as e-discovery and organizing case files - OR Ph.D. or equivalent doctoral degree;
or 3 full years of progressively higher level graduate education leading to such a degree; or LL.M.,
in an academic discipline related to this position. 

To qualify for the GS-12 level, you need to have at least one year of full time experience
equivalent to the GS-11 level defined as providing support for litigation before courts and/or
administrative tribunals including researching legal precedents, assisting in dra�ing briefs or
other legal documents or submissions, assisting in addressing discovery, including using
electronic litigation so�ware for discovery, and managing a variety of logistical tasks related to
litigation, such as organizing case files.

Your answers to the on-line assessment will be used to evaluate your competencies in the
following areas:  1) Ability to research and interpret statutes, case law, legislative history,
regulations, and/or policy; 2) Skill in written communication; 3) Ability to prepare court filings;
4) Ability to gather and/or analyze data related to legal issues; 5) Ability to review and synthesize
case information; 6) Knowledge of record management procedures; 7) Skill in using electronic
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databases, such as Relativity, Freedom of Information Act (FOIA) online, and Courtlink/PACER; 8)
Skill in oral communication. 

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional; philanthropic; religious; spiritual; community, student, social). Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment. You will receive credit for all qualifying
experience, including volunteer experience.

Additional information

Read more

Benefits

Earth Day is every day at EPA!  At EPA, you can protect human health and the environment of all
Americans, and you’ll discover that EPA is one great place to work!  We o�er great benefits and
work flexibilities, and our diverse workforce connects to more than just a career--we share a

i l h l hi i Di h i i

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements. Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section. 

If you meet basic qualification requirements, your application will be further evaluated based on
your answers to the online assessment. Your responses to the online assessment will be used to
measure the degree to which your background matches the requirements for the position. You
are being evaluated under the category rating method which means, if you are determined to be
qualified, you will be placed into the 'Best Qualified', 'Well Qualified', or 'Qualified' category. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire. If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job. We will evaluate your qualifications and eligibility and notify you if you meet minimum
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qualification requirements. If you are referred for consideration, you may be subject to
additional assessments. 

NOTE: We do not require a separate statement responding to the competencies, also referred to
as Knowledges, Skills, and Abilities (KSAs). However, your resume should clearly show
possession of these competencies.  
To preview questions please click here.

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to be submitted online: 

--Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and
specific.  We may not make assumptions regarding your experience. 
--Responses to the online assessment questionnaire (you must complete this online - it is not a
document you need to upload). 
--College transcripts - if qualifying for this position based on education or a combination of
experience and education, you are required to submit either uno�icial transcripts or a list of
courses that includes school(s) attended, school address, course title, grades earned,
completion dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of
service), VA letter stating overall/combined disability rating (percentage), and SF-15, if
applicable; active duty service members:  submit certification from the armed forces
documenting active duty dates, expected discharge/release date, campaign medals/badges,
and character of service (a certification is any written document from the armed forces that
certifies you are expected to be discharged/released from active duty service in the armed forces
under honorable conditions within 120 days a�er you submit the certification). 

 Help

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=64162
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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--Displaced Federal employees under ICTAP/CTAP:  copy of your most recent performance
appraisal, proof of eligibility, and your most current SF-50 noting position, grade level, tenure,
and duty station. 

Additional information can be found on our website:  EPA Announcement Policies and
Procedures.

If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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Next steps

Agency contact information

 Jason Holland

Phone

800-433-9633

Fax

919-541-2186

Email

holland.jason@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources Management Division  
109 T.W. Alexander Drive, MD C639-02  
Research Triangle Pk, North Carolina 27711 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent

tel:800-433-9633
mailto:holland.jason@epa.gov
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 Print

This job announcement has closed

The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

Reviewing applications

Open & closing dates
 05/10/2019 to 05/16/2019

Salary
$69,581 - $108,422 per year

Pay scale & grade
GS 11 - 12

Location
1 vacancy in the following location:

Washington, DC

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Not required

Relocation expenses reimbursed
No

Appointment type

 Help

https://www.usajobs.gov/GetJob/PrintPreview/533207200
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Return to top

Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

Announcement number
RTP-OGC-DE-2019-0003

Control number
533207200

 Account

Home

Profile

Documents

Saved jobs

Saved searches

javascript:void(0);
https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Applicant/Profile/Dashboard
https://www.usajobs.gov/Applicant/Profile/
https://www.usajobs.gov/Applicant/Document/Resumes
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
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USAJOBS is a United States O�ice of Personnel Management website.

   

EEO Policy Statement

Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Privacy Policy

USA.gov

 Help

Help center

About USAJOBS

FAQs

Get started

How to…

Working in government

https://www.opm.gov/
https://www.facebook.com/USAJOBS
https://www.linkedin.com/company/usajobs
https://twitter.com/USAJOBS
https://www.youtube.com/user/usajobsapp
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/preference/
https://www.usajobs.gov/Help/legal-and-regulatory-guidance/
https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
http://www.usa.gov/
https://www.usajobs.gov/Help/
https://www.usajobs.gov/Help/About/
https://www.usajobs.gov/Help/faq/
https://www.usajobs.gov/Help/Get-Started/
https://www.usajobs.gov/Help/how-to/
https://www.usajobs.gov/Help/working-in-government
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

-Current federal employees with competitive status; reinstatement eligibles; and candidates applying under the EPA Career Transition
Assistance Program or the Interagency Career Transition Assistance Program. 

-Veterans who are preference eligibles or who have been separated from the armed services under honorable conditions after 3-years or
more of continuous active service. 

-Applicants eligible for non-competitive appointment. 

-Public Health Service Officers. 

Other

Permanent

Permanent

About the Agency

Earth Day is every day at EPA! Come help us protect the environment!  Our diverse workforce connects to more than just a career-we share a
common passion to promote a cleaner, healthier environment.  Discover how exciting safeguarding our natural resources and protecting
human health can be.  We consistently rank as one of the top Federal agencies in which to work, with great benefits and work flexibilities.
 Find yourself at EPA.   

  

This position is located in Office of General Counsel, Civil Rights and Finance Law Office, Washington, DC.   
For more information on this office, visit their website:   
http://intranet.epa.gov/ogc

No

No

Back to top

Duties

You will: 
- Perform legal research and prepare legal memoranda or other summaries; 
- Assist attorneys on cases by drafting replies to case-related correspondence and coordinate reviews of proposed drafts; 

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

RTP-OGC-MP-2016-0002

Environmental Protection Agency

Paralegal Specialist

12/28/2015 - 01/19/2016

Format MM/DD/YYYY

GS - 0950 11/12

USD $63,722 - USD $99,296

Full-time - Full-time

GS-12

No

Pam Gaines 
919-541-5319 
gaines.pamala@epa.gov

1 in Washington DC, DC, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=59823&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=59823&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=59823&orgId=1
http://www.epa.gov/
http://intranet.epa.gov/ogc
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits URL:

Agency Benefits:

Other Information:

- Gather, analyze, and prepare data on legal claims to be used to support administrative proceedings and civil litigation; 
- Review and organize legal and administrative records; 
- Assist in preparing witnesses for deposition and/or trial. 

When entering a Federal job at a grade level lower than the highest promotion potential level, you may be promoted to more complex duties and work more independently, as your
career progresses.

Back to top

Qualifications and Evaluations

This position is designated as Low Risk and requires a background investigation. Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation. 

  

You must meet time in grade requirements no later than 30 calendar days after the closing date of this announcement.

If you are selected, a pre-employment background check is required.
You must submit resume and required documents(See How to Apply)
You may be required to travel 1 to 5 days per month.

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
 However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-11 level, you need to have at least one year of full time experience defined as: Analyzing legal issues; OR Assisting in
legal research by analyzing records, case reports, and/or legal documents. 

- OR Ph.D. or equivalent doctoral degree; or 3 full years of progressively higher level graduate education leading to such a degree; or LL.M.,
in any academic discipline. 

To qualify for the GS-12 level, you need to have at least one year of full time experience defined as: Analyzing legal issues and reporting
results; Assisting in conducting legal research, and assisting attorneys on litigation cases. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas:  1) Ability to research and interpret
statutes, case law, legislative history, regulations and/or policy; 2) Skill in written communication; 3) Ability to prepare legal exhibits; 4) Ability
to gather and/or analyze data related to legal issues; 5) Knowledge of record management procedures; 6) Skill in oral communication.

Back to top

Benefits and Other Info

Review our Benefits

Join EPA in protecting human health and the environment and enjoy many work life quality options! Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System. To learn more about us, visit Life and Careers at EPA.

Position has portable work and selectee may be eligible to telework. 

 Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional
information:  http://www.epa.gov/careers/evapr.html 
 EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information:  http://www.epa.gov/careers/evapr.html 

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

 This position is in the bargaining unit. 

 If you have part-time work experience, read this:  (http://www.epa.gov/careers/evapr.html) 

 If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility.

https://help.usajobs.gov/index.php/Pay_and_Benefits
http://www.epa.gov/careers/
http://www.epa.gov/careers/evapr.html
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How to Apply:

Required Documents:

Next Steps:

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.  To be considered, you must submit a complete application package by
11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement.  You must provide complete application materials by the closing date of this announcement. 

For detailed instructions to assist you in ensuring your application package is received, go to http://www.epa.gov/careers/evapr.html

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   
--Responses to the on-line assessment questionnaire. 
--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy, VA Letter, and SF-15, if applicable; active duty military submit statement of
service from commanding officer documenting dates of active duty and any campaign medals/badges; include character of service. 
--Displaced Federal employees under ICTAP/CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 
--Current and Former Federal Employees: You are required to submit a Notification of Personnel Action (SF-50) indicating your status
eligibility.  This SF-50 should include your Position Title, Pay Plan, Occupational Code, and Grade or Level.  If you are a current
temporary/term employee who previously held a status Federal position, you need to submit your SF-50 which shows your eligibility to be
considered.  If your eligibility for consideration cannot be determined, your application will be rated ineligible. 
--Current EPA Employees:  You are encouraged to submit a Notification of Personnel Action (SF-50).  If you fail to provide an SF-50, we will
access your Federal employment records in e-OPF to verify your eligibility to be considered. If your eligibility for consideration cannot be
determined, your application will be rated ineligible. 
--If you are applying for a noncompetitive appointment, you'll need to submit additional documents to prove your eligibility to apply to this
vacancy announcement.  If you want to learn more about noncompetitive appointments, visit OPM's web
site: http://www.opm.gov/employ/students/fedhire.asp#authorities   

If you want to know more about submitting documentation to our office, visit EPA's web site: http://www.epa.gov/careers/evapr.html

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required. Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://www.epa.gov/careers/evapr.html
http://www.opm.gov/employ/students/fedhire.asp#authorities
http://www.epa.gov/careers/evapr.html
http://www.monstergovernmentsolutions.com/
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

-Current federal employees with competitive status; reinstatement eligibles; and candidates applying under the EPA Career Transition
Assistance Program or the Interagency Career Transition Assistance Program. 

-Veterans who are preference eligibles or who have been separated from the armed services under honorable conditions after 3-years or
more of continuous active service. 

-Applicants eligible for non-competitive appointment. 

-Public Health Service Officers.

Other

Permanent

Permanent

About the Agency

Earth Day is every day at EPA!  At EPA, you can protect human health and the environment of all Americans, and you’ll discover that EPA is
one great place to work!  We offer great benefits and work flexibilities, and our diverse workforce connects to more than just a career--we
share a common passion to promote a cleaner, healthier environment.  Discover how exciting safeguarding our natural resources and
protecting human health can be.  Find yourself at EPA. 

This position is located in the Office of General Counsel, General Law Office, Washington, DC. For more information on this office, visit their
website: https://www.epa.gov/aboutepa/about-office-general-counsel-ogc 

Except in special circumstances, those new to the federal government will be hired at the starting salary (step 1) of the applicable grade range
listed above.

No

No

Back to top

Duties

You will: 

- Perform legal research and prepare legal memoranda or other summaries; 
- Assist attorneys on cases (both administrative proceedings and civil litigation) and prepare draft responses to case-related items or correspondence and coordinate review of

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

RTP-OGC-MP-2016-0006

Environmental Protection Agency

Paralegal Specialist

08/24/2016 - 08/30/2016

Format MM/DD/YYYY

GS - 0950 11/12

USD $64,650 - USD $100,736

Full-time - Full-time

GS-12

No

Cheryl Ashley 
800-433-9633 
ashley.cheryl@epa.gov

1 in Washington DC, DC, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=60659&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=60659&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=60659&orgId=1
http://www.epa.gov/
https://www.epa.gov/aboutepa/about-office-general-counsel-ogc
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits URL:

Agency Benefits:

Other Information:

proposed drafts; 
- Gather and analyze data related to legal claims in administrative proceedings and civil litigation; 
- Perform document organization, management, and retrieval in cases and administrative matters; 
- Assist in preparing discovery and witnesses for deposition and/or trial. 

When entering a Federal job at a grade level lower than the highest promotion potential level, you may be promoted to more complex duties and work more independently as your
career progresses.

Back to top

Qualifications and Evaluations

This position is designated as Low Risk and requires a background investigation. Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation. 

You must meet time in grade requirements no later than 30 calendar days after the closing date of this announcement.

If you are selected, a pre-employment background check is required.
You must submit resume and required documents(See How to Apply)
You may be required to travel 1 to 5 days per month.

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-11 level, you need to have at least one year of full time experience equivalent to the GS-09 level defined as: Providing
support for litigation before courts and/or administrative tribunals including researching legal precedents, assisting in drafting briefs or other
legal documents or submissions, and managing a variety of logistical tasks related to litigation, such as e-discovery and organizing case files.
OR Ph.D. or equivalent doctoral degree; or 3 full years of progressively higher level graduate education leading to such a degree; or LL.M., in
any academic discipline. 

To qualify for the GS-12 level, you need to have at least one year of full time experience equivalent to the GS-11 level defined as: Providing
support for litigation before courts and/or administrative tribunals including researching legal precedents, assisting in drafting briefs or other
legal documents or submissions, assisting in addressing discovery, including using electronic litigation software for discovery, and managing a
variety of logistical tasks related to litigation, such as organizing case files. 
  
Your answers to the on-line assessment will be used to evaluate your competencies in the following areas: 1) Ability to research and interpret
statutes, case law, legislative history, regulations, and/or policy; 2) Skill in written communication; 3) Ability to prepare legal exhibits; 4) Ability
to gather and/or analyze data related to legal issues; 5) Ability to review and synthesize case information; 6) Knowledge of record
management procedures; 7) Skill in using electronic databases, such as Relativity, FOIAonline, or another e-discovery tool; 8) Skill in oral
communication. 

Experience refers to paid and unpaid experience, including volunteer work done through National Service programs (e.g., Peace Corps,
AmeriCorps) and other organizations (e.g., professional; philanthropic; religious; spiritual; community, student, social). Volunteer work helps
build critical competencies, knowledge, and skills and can provide valuable training and experience that translates directly to paid
employment. You will receive credit for all qualifying experience, including volunteer experience.

Back to top

Benefits and Other Info

Review our Benefits

Join EPA in protecting human health and the environment and enjoy many work life quality options!  Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System.  To learn more about us, visit Life and Careers at EPA.

Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional information:
http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures 

EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information: http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures 

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

https://help.usajobs.gov/index.php/Pay_and_Benefits
http://www.epa.gov/careers/
http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures
http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures
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How to Apply:

Required Documents:

Next Steps:

If you have part-time work experience, read this http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility. 

It is the policy of the Government not to deny employment simply because an individual has been unemployed or has had financial difficulties
that have arisen through no fault of the individual.  Information about an individual’s employment experience will be used only to determine the
person’s qualifications and to assess his or her relative level of knowledge, skills, and abilities.  Although an individual’s personal conduct may
be relevant in any employment decision, including conduct during periods of unemployment or evidence of dishonesty in handling financial
matters, financial difficulty that has arisen through no fault of the individual will generally not itself be the basis of an unfavorable suitability or
fitness determination.  For more information, visit https://hru.gov/Studio_Recruitment/tools/Mythbuster_on_Federal_Hiring_Policies.pdf . 

Position has portable work and selectee may be eligible to telework. 

This position is not in the bargaining unit.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.  To be considered, you must submit a complete application package by
11:59 PM Eastern time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement.  You must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to http://www.epa.gov/careers/epa-job-vacancy-
announcements-policies-and-procedures

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   
--Responses to the on-line assessment questionnaire. 
--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of service), VA letter stating overall/combined
disability rating (percentage), and SF-15, if applicable; active duty service members: submit certification from the armed forces documenting
active duty dates, expected discharge/release date, campaign medals/badges, and character of service (a certification is any written
document from the armed forces that certifies you are expected to be discharged/released from active duty service in the armed forces under
honorable conditions within 120 days after you submit the certification). 
--Displaced Federal employees under ICTAP/CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 
--Current and Former Federal Employees: You are required to submit a Notification of Personnel Action (SF-50) indicating your status
eligibility.  This SF-50 should include your Position Title, Pay Plan, Occupational Code, and Grade or Level.  If you are a current
temporary/term employee who previously held a status Federal position, you need to submit your SF-50 which shows your eligibility to be
considered.  If your eligibility for consideration cannot be determined, your application will be rated ineligible. 
--Current EPA Employees: You are encouraged to submit a Notification of Personnel Action (SF-50).  If you fail to provide an SF-50, we will
access your Federal employment records in eOPF to verify your eligibility to be considered.  If your eligibility for consideration cannot be
determined, your application will be rated ineligible. 
--If you are applying for a noncompetitive appointment, you'll need to submit additional documents to prove your eligibility to apply to this
vacancy announcement.  If you want to learn more about noncompetitive appointments, visit OPM's web site:
http://www.opm.gov/employ/students/fedhire.asp#authorities 

If you want to know more about submitting documentation to our office, visit EPA's web site: http://www.epa.gov/careers/epa-job-vacancy-
announcements-policies-and-procedures

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

https://jobs.monstergovt.com/epa/vacancy/(http:/www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures)?_ref=vtzpdtfnpt0
https://hru.gov/Studio_Recruitment/tools/Mythbuster_on_Federal_Hiring_Policies.pdf
http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures
http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures
http://www.monstergovernmentsolutions.com/
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others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

"RTP-OGC-MP-2016-0007" Vacancy Details
About

Overview
-Current federal employees with competitive status; reinstatement eligibles; and candidates applying under the EPA Career Transition
Assistance Program or the Interagency Career Transition Assistance Program. 

-Veterans who are preference eligibles or who have been separated from the armed services under honorable conditions after 3-years or
more of continuous active service. 

-Applicants eligible for non-competitive appointment. 

-Public Health Service Officers. 

Other

Permanent

Permanent

About the Agency

Earth Day is every day at EPA! Come help us protect the environment!  Our diverse workforce connects to more than just a career-we share a
common passion to promote a cleaner, healthier environment.  Discover how exciting safeguarding our natural resources and protecting
human health can be.  We consistently rank as one of the top Federal agencies in which to work, with great benefits and work flexibilities.
Find yourself at EPA.   

This position is located in Office of General Counsel, Civil Rights and Finance Law Office, Washington, DC.   
For more information on this office, visit their website: http://intranet.epa.gov/ogc 

Except in special circumstances, those new to the federal government will be hired at the starting salary (step 1) of the applicable grade range
listed above.

No

No

Back to top
Duties
Working in diverse areas of law, including contracts, grants, claims, property, appropriations, civil rights, and equal employment opportunity, you will:

- Perform legal research and prepare legal memoranda or other summaries; 

- Assist attorneys on cases by drafting replies to case-related correspondence and coordinate reviews of proposed drafts; 

- Gather, analyze, and prepare data on legal claims to be used to support administrative proceedings and civil litigation; 

- Review and organize legal and administrative records; 

- Assist in preparing witnesses for deposition and/or trial. 

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

RTP-OGC-MP-2016-0007

Environmental Protection Agency

Paralegal Specialist

10/27/2016 - 11/17/2016

Format MM/DD/YYYY

GS - 0950 11

USD $64,650 - USD $84,044

Full-time - Full-time

GS-12

No

Pam Gaines 
919-541-5319 
gaines.pamala@epa.gov

1 in Washington DC, DC, US

http://www.epa.gov/
http://intranet.epa.gov/ogc
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits URL:

Agency Benefits:

Other Information:

How to Apply:

When entering a Federal job at a grade level lower than the highest promotion potential level, you may be promoted to more complex duties and work more independently, as your
career progresses.

Back to top
Qualifications and Evaluations

This position is designated as Low Risk and requires a background investigation. Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation. 

  

You must meet time in grade requirements no later than 30 calendar days after the closing date of this announcement.

If you are selected, a pre-employment background check is required.
You must submit resume and required documents(See How to Apply)
You may be required to travel 1 to 5 days per month.

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities
(KSAs).                                However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-11 level, you need to have at least one year of full time experience defined as: Analyzing legal issues; OR Assisting in
legal research by analyzing records, case reports, and/or legal documents. 

- OR Ph.D. or equivalent doctoral degree; or 3 full years of progressively higher level graduate education leading to such a degree; or LL.M.,
in any academic discipline. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas:  1) Ability to research and interpret
statutes, case law, legislative history, regulations and/or policy; 2) Skill in written communication; 3) Ability to prepare legal exhibits; 4) Ability
to gather and/or analyze data related to legal issues; 5) Knowledge of record management procedures; 6) Skill in oral communication.

Back to top
Benefits and Other Info

Review our Benefits

Join EPA in protecting human health and the environment and enjoy many work life quality options! Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System. To learn more about us, visit Life and Careers at EPA.

Position has portable work and selectee may be eligible to telework. 

 Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional
information:  http://www.epa.gov/careers/evapr.html 
 EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information:  http://www.epa.gov/careers/evapr.html 

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

 This position is in the bargaining unit. 

 If you have part-time work experience, read this:  (http://www.epa.gov/careers/evapr.html) 

 If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility.

Back to top
How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.  To be considered, you must submit a complete application package by
11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature. 

https://help.usajobs.gov/index.php/Pay_and_Benefits
http://www.epa.gov/careers/
http://www.epa.gov/careers/evapr.html
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Required Documents:

Next Steps:

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement.  You must provide complete application materials by the closing date of this announcement. 

For detailed instructions to assist you in ensuring your application package is received, go to http://www.epa.gov/careers/evapr.html

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   
--Responses to the on-line assessment questionnaire. 
--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy, VA Letter, and SF-15, if applicable; active duty military submit statement of
service from commanding officer documenting dates of active duty and any campaign medals/badges; include character of service. 
--Displaced Federal employees under ICTAP/CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 
--Current and Former Federal Employees: You are required to submit a Notification of Personnel Action (SF-50) indicating your status
eligibility.  This SF-50 should include your Position Title, Pay Plan, Occupational Code, and Grade or Level.  If you are a current
temporary/term employee who previously held a status Federal position, you need to submit your SF-50 which shows your eligibility to be
considered.  If your eligibility for consideration cannot be determined, your application will be rated ineligible. 
--Current EPA Employees:  You are encouraged to submit a Notification of Personnel Action (SF-50).  If you fail to provide an SF-50, we will
access your Federal employment records in e-OPF to verify your eligibility to be considered. If your eligibility for consideration cannot be
determined, your application will be rated ineligible. 
--If you are applying for a noncompetitive appointment, you'll need to submit additional documents to prove your eligibility to apply to this
vacancy announcement.  If you want to learn more about noncompetitive appointments, visit OPM's web
site: http://www.opm.gov/employ/students/fedhire.asp#authorities   

If you want to know more about submitting documentation to our office, visit EPA's web site: http://www.epa.gov/careers/evapr.html

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required. Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://www.epa.gov/careers/evapr.html
http://www.opm.gov/employ/students/fedhire.asp#authorities
http://www.epa.gov/careers/evapr.html
http://www.monstergovernmentsolutions.com/
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is located in the O�ice of General Counsel in Washington, DC.   

For more information on this o�ice, visit their website: https://www.epa.gov/aboutepa/about-
o�ice-general-counsel-ogc  

If selected, you must work at the location stated in this announcement.

Except in special circumstances, those new to the federal government will be hired at the
starting salary (step 1) of the applicable grade range listed above.

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 05/10/2019 to 05/31/2019

Salary
$69,581 - $108,422 per year

Pay scale & grade
GS 11 - 12

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/533208000
https://www.epa.gov/aboutepa/about-office-general-counsel-ogc
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Location
1 vacancy in the following location:

Washington, DC

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Not required

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

Announcement number
RTP-OGC-MP-2019-0010

Control number
533208000

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
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T H I S  J O B  I S  O P E N  T O

Individuals with disabilities

Federal employees - Competitive service
Current or former competitive service federal employees.

Career transition (CTAP, ICTAP, RPL)
Federal employees who meet the definition of a "surplus" or "displaced" employee.

Military spouses

Peace Corps & AmeriCorps Vista

Special authorities
Individuals eligible under a special authority not listed above, but defined in the federal hiring
regulations.

Veterans

Clarification from the agency
-Current federal employees with competitive status; reinstatement eligibles; and ICTAP or
EPA CTAP eligibles. -Veterans who are preference eligibles or who have been separated from
the armed services under honorable conditions a�er 3 years or more of continuous active
service (VEOA). -Applicants eligible for non-competitive appointment (e.g., Schedule A,
Peace Corps). -Public Health Service O�icers.

 Help

Duties
You will: 

- Perform legal research of relevant statutes, case law, legislative history, regulations, and
governing policy, and prepare legal memoranda or other summaries of researched issues. 

- Assist General Counsel and Deputy General Counsels on administrative and judicial cases,
including review, analysis, and preparation of motions to be filed. 

 Help

https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/individuals-with-disabilities/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/#transition
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/military-spouses/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/peace-corps/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/special-authorities
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
https://www.usajobs.gov/Help/how-to/job-announcement/duties/
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- Gather and analyze factual data related to litigation or other legal matters in order to support
litigation and administrative proceedings, or to respond to legal and technical questions.

- Perform document organization, management, and retrieval in cases and administrative
matters, including maintenance of litigation databases. 

- Serve as Freedom of Information Act (FOIA) coordinator for the o�ice, to include
comprehensive support for FOIA document searches and review. 

When entering a Federal job at a grade level lower than the highest promotion potential level,
you may be promoted to more complex duties and work more independently, as your career
progresses.

Requirements
Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must submit resume and required documents (see How to Apply section).

• You may be required to travel 1 to 5 days per month.

This position is designated as Low Risk and requires a background investigation. Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation. 

You must meet time in grade requirements no later than 30 calendar days a�er the closing date
of this announcement.

Qualifications

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as
described below: 

To qualify for the GS-11 level, you need to have at least one year of full-time experience
equivalent to the GS-09 level defined as providing support for litigation before courts and/or
administrative tribunals including researching legal precedents, assisting in dra�ing briefs or
other legal documents or submissions OR managing a variety of logistical tasks related to

 Help

https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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litigation, such as e-discovery and organizing case files - OR Ph.D. or equivalent doctoral degree;
or 3 full years of progressively higher level graduate education leading to such a degree; or LL.M.,
in an academic discipline related to this position. 

To qualify for the GS-12 level, you need to have at least one year of full time experience
equivalent to the GS-11 level defined as providing support for litigation before courts and/or
administrative tribunals including researching legal precedents, assisting in dra�ing briefs or
other legal documents or submissions, assisting in addressing discovery, including using
electronic litigation so�ware for discovery, and managing a variety of logistical tasks related to
litigation, such as organizing case files.

Your answers to the on-line assessment will be used to evaluate your competencies in the
following areas:  1) Ability to research and interpret statutes, case law, legislative history,
regulations, and/or policy; 2) Skill in written communication; 3) Ability to prepare court filings;
4) Ability to gather and/or analyze data related to legal issues; 5) Ability to review and synthesize
case information; 6) Knowledge of record management procedures; 7) Skill in using electronic
databases, such as Relativity, Freedom of Information Act (FOIA) online, and Courtlink/PACER; 8)
Skill in oral communication. 

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional; philanthropic; religious; spiritual; community, student, social). Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment. You will receive credit for all qualifying
experience, including volunteer experience.

Additional information

Read more

Benefits

Earth Day is every day at EPA!  At EPA, you can protect human health and the environment of all
Americans, and you’ll discover that EPA is one great place to work!  We o�er great benefits and
work flexibilities, and our diverse workforce connects to more than just a career--we share a

l h l h h

How You Will Be Evaluated
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You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements.  If you are referred for consideration, you may be subject to
additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to
as Knowledge, Skills, and Abilities (KSAs).  However, your resume should clearly show
possession of these competencies.

To preview questions please click here.

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to be submitted online: 

--Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and

 Help

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=64185
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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specific.  We may not make assumptions regarding your experience. 
--Responses to the online assessment questionnaire (you must complete this online - it is not a
document you need to upload).   
--College transcripts - if qualifying for this position based on education or a combination of
experience and education, you are required to submit either uno�icial transcripts or a list of
courses that includes school(s) attended, school address, course title, grades earned,
completion dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of
service), VA letter stating overall/combined disability rating (percentage), and SF-15, if
applicable; active duty service members:  submit certification from the armed forces
documenting active duty dates, expected discharge/release date, campaign medals/badges,
and character of service (a certification is any written document from the armed forces that
certifies you are expected to be discharged/released from active duty service in the armed forces
under honorable conditions within 120 days a�er you submit the certification). 
--Displaced Federal employees under ICTAP/CTAP:  copy of your most recent performance
appraisal, proof of eligibility, and your most current SF-50 noting position, grade level, tenure,
and duty station. 
--Current and Former Federal Employees:  You are required to submit a Notification of Personnel
Action (SF-50) indicating your status eligibility.  This SF-50 should include your Position Title,
Pay Plan, Occupational Code, and Grade or Level.  If you are a current temporary/term employee
who previously held a status Federal position, you need to submit your SF-50 which shows your
eligibility to be considered.  If your eligibility for consideration cannot be determined, your
application will be rated ineligible. 
--Current EPA Employees:  You are encouraged to submit a Notification of Personnel Action (SF-
50).  If you fail to provide an SF-50, we will access your Federal employment records in eOPF to
verify your eligibility to be considered.  If your eligibility for consideration cannot be determined,
your application will be rated ineligible. 
--If you are applying for a noncompetitive appointment, you'll need to submit additional
documents to prove your eligibility to apply to this vacancy announcement.  If you want to learn
more about noncompetitive appointments, visit OPM's website:  Special Appointment
Authorities

. 

If you want to know more about submitting documentation to our o�ice, visit EPA's website:   

EPA Announcement Policies and Procedures

. 

https://www.opm.gov/FAQs/QA.aspx?fid=de14aff4-4f77-4e17-afaa-fa109430fc7b&pid=8f814f58-3b23-4ad2-a246-1f620c32f61a
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

Agency contact information

 Jason Holland

Phone

800-433-9633

http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
tel:800-433-9633
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Next steps

Fax

919-541-2186

Email

holland.jason@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources Management Division  
109 T.W. Alexander Drive, MD C639-02  
Research Triangle Pk, North Carolina 27711 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period

mailto:holland.jason@epa.gov
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
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 Print

This job announcement has closed

Signature and false statements
Privacy Act
Social security number request

Reviewing applications

Open & closing dates
 05/10/2019 to 05/31/2019

Salary
$69,581 - $108,422 per year

Pay scale & grade
GS 11 - 12

Location
1 vacancy in the following location:

Washington, DC

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Not required

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
12

 Help

https://www.usajobs.gov/GetJob/PrintPreview/533208000
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Return to top

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

Announcement number
RTP-OGC-MP-2019-0010

Control number
533208000

 Account

Home

Profile

Documents

Saved jobs

Saved searches

 Help

Help center

About USAJOBS

FAQs

Get started

How to…

javascript:void(0);
https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Applicant/Profile/Dashboard
https://www.usajobs.gov/Applicant/Profile/
https://www.usajobs.gov/Applicant/Document/Resumes
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
https://www.usajobs.gov/Help/
https://www.usajobs.gov/Help/About/
https://www.usajobs.gov/Help/faq/
https://www.usajobs.gov/Help/Get-Started/
https://www.usajobs.gov/Help/how-to/
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USAJOBS is a United States O�ice of Personnel Management website.

   

EEO Policy Statement

Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Privacy Policy

USA.gov

Working in government

https://www.opm.gov/
https://www.facebook.com/USAJOBS
https://www.linkedin.com/company/usajobs
https://twitter.com/USAJOBS
https://www.youtube.com/user/usajobsapp
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/preference/
https://www.usajobs.gov/Help/legal-and-regulatory-guidance/
https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
http://www.usa.gov/
https://www.usajobs.gov/Help/working-in-government
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is located in Region 1, O�ice of Regional Counsel, Boston, MA.  For more
information on this o�ice, visit their website: https://www.epa.gov/aboutepa/epa-region-1-new-
england 

If selected, you must work at the location stated in this announcement.

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 09/26/2018 to 10/17/2018

Salary
$55,909 - $72,683 per year

Pay scale & grade
GS 09

Location
1 vacancy in the following location:

Boston, MA

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/512043600
https://www.epa.gov/aboutepa/epa-region-1-new-england
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Telework eligible
Yes—as determined by the agency policy.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
11

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Announcement number
RTP-R1-DE-2018-0009

Control number
512043600

T H I S  J O B  I S  O P E N  T O

Career transition (CTAP, ICTAP, RPL)
Federal employees who meet the definition of a "surplus" or "displaced" employee.

The public
U.S. Citizens, Nationals or those who owe allegiance to the U.S.

 Help

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/#transition
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/public/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
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Clarification from the agency
U.S. Citizens

Duties
At the entry level of this position, you will:  
- Assist the regional sta� attorneys in preparation for administrative and civil litigation; 

- Responsible for coordinating and managing response to Freedom of Information Act (FOIA)
requests as part of the Regional FOIA team; 

- Assist with all administrative processes and electronic systems.

When entering a Federal job at a grade level lower than the highest promotion potential level,
you may be promoted to more complex duties and work more independently, as your career
progresses.

 Help

Requirements
Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must submit a resume and required documents (see How to Apply section).

• You must be a U.S. citizen.

• You may be required to travel 1 to 5 days per month.

This position is designated as Low Risk and requires a background investigation. Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation.

If you are selected, you must complete a one year probationary period.

Qualifications

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as

 Help

https://www.usajobs.gov/Help/how-to/job-announcement/duties/
https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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described below: 

To qualify for the GS-09 level, you need to have at least one year of full-time experience
equivalent to the GS-07 level defined as assisting attorneys by preparing civil or administrative
litigation; - OR master's or equivalent graduate degree; or 2 full years of progressively higher
level graduate education leading to such a degree; or LL.B. or J.D., if related; degree in an
academic discipline related to this position. 

Your answers to the on-line assessment will be used to evaluate your competencies in the
following areas: 1) Skill in legal research and analysis; 2) Skill in written communication; 3)
Knowledge of litigation procedures, including eDiscovery processes; 4) Ability to manage
collection and reviews of records for litigation and Freedom Of Information Act (FOIA) responses;
5) Skill in records management; 6) Skill in using electronic databases such as Relativity, litigation
hold so�ware, databases, and spreadsheets; 7) Ability to work as part of a team; 8) Skill in multi-
tasking and providing customer service in a demanding environment.  

Additional information

Read more

Benefits

Earth Day is every day at EPA!  At EPA, you can protect human health and the environment of all
Americans, and you’ll discover that EPA is one great place to work!  We o�er great benefits and
work flexibilities, and our diverse workforce connects to more than just a career--we share a

l h l h h

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position.  You are being evaluated under the category rating method which
means, if you are determined to be qualified, you will be placed into the ‘Best Qualified’, ‘Well
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Qualified’, or ‘Qualified’ category. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements.  If you are referred for consideration, you may be subject to
additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to
as Knowledges, Skills, and Abilities (KSAs).  However, your resume should clearly show
possession of these competencies.

To preview questions please click here.

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to be submitted online: 

--Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and
specific.  We may not make assumptions regarding your experience.   
--Responses to the online assessment questionnaire.
--College transcripts - if qualifying for this position based on education or a combination of
experience and education, you are required to submit either uno�icial transcripts or a list of
courses that includes school(s) attended, school address, course title, grades earned,
completion dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of

 Help

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=63190
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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service), VA letter stating overall/combined disability rating (percentage), and SF-15, if
applicable; active duty service members:  submit certification from the armed forces
documenting active duty dates, expected discharge/release date, campaign medals/badges,
and character of service (a certification is any written document from the armed forces that
certifies you are expected to be discharged/released from active duty service in the armed forces
under honorable conditions within 120 days a�er you submit the certification). 
--Displaced Federal employees under ICTAP/CTAP:  copy of your most recent performance
appraisal, proof of eligibility, and your most current SF-50 noting position, grade level, tenure,
and duty station. 

Additional information can be found on our website:  EPA Announcement Policies and
Procedures.

If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
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Next steps

assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

Agency contact information

 Alison Scribben

Phone

800-433-9633

Fax

919-541-2186

Email

scribben.alison@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources Management Division  
109 T.W. Alexander Drive, MD C639-02  
Research Triangle Pk, North Carolina 27711 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
tel:800-433-9633
mailto:scribben.alison@epa.gov
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 Print

This job announcement has closed

reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

Reviewing applications

Open & closing dates
 09/26/2018 to 10/17/2018

Salary
$55,909 - $72,683 per year

Pay scale & grade
GS 09

Location
1 vacancy in the following location:

Boston, MA

Telework eligible
Yes—as determined by the agency policy.

Relocation expenses reimbursed

 Help

https://www.usajobs.gov/GetJob/PrintPreview/512043600
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Return to top

No

Appointment type
Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
11

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Announcement number
RTP-R1-DE-2018-0009

Control number
512043600

 Account

Home

Profile

Documents

javascript:void(0);
https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Applicant/Profile/Dashboard
https://www.usajobs.gov/Applicant/Profile/
https://www.usajobs.gov/Applicant/Document/Resumes
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USAJOBS is a United States O�ice of Personnel Management website.

   

EEO Policy Statement

Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Privacy Policy

Saved jobs

Saved searches

 Help

Help center

About USAJOBS

FAQs

Get started

How to…

Working in government

https://www.opm.gov/
https://www.facebook.com/USAJOBS
https://www.linkedin.com/company/usajobs
https://twitter.com/USAJOBS
https://www.youtube.com/user/usajobsapp
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/preference/
https://www.usajobs.gov/Help/legal-and-regulatory-guidance/
https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
https://www.usajobs.gov/Help/
https://www.usajobs.gov/Help/About/
https://www.usajobs.gov/Help/faq/
https://www.usajobs.gov/Help/Get-Started/
https://www.usajobs.gov/Help/how-to/
https://www.usajobs.gov/Help/working-in-government
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USA.gov

http://www.usa.gov/
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is located in Region 1, O�ice of Regional Counsel, Legal Enforcement Branch, SF
and Site Remediation legal Enforcement Section, in Boston, MA.

For more information on this o�ice, visit their website: https://www.epa.gov/aboutepa/epa-
region-1-new-england. 

If selected, you must work at the location stated in this announcement.

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 05/22/2019 to 06/05/2019

Salary
$57,043 - $74,152 per year

Pay scale & grade
GS 09

Location
1 vacancy in the following location:

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/534404000
https://www.epa.gov/aboutepa/epa-region-1-new-england
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/


11/29/21, 11:54 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/534404000 2/11

Boston, MA

Telework eligible
Yes—as determined by the agency policy.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-Time

Service
Competitive

Promotion potential
11

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

Announcement number
RTP-R1-DE-2019-0006

Control number
534404000

T H I S  J O B  I S  O P E N  T O

The public
U.S. Citizens, Nationals or those who owe allegiance to the U.S.

 Help

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/public/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
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Clarification from the agency
U.S. Citizens

Duties
At the entry level of this position you will:

- Assist the regional sta� attorneys in preparation for administrative, civil litigation, and criminal
prosecution; 

- Responsible for providing investigative or technical support in civil matters for potential cases,
Freedom of Information Act (FOIA) responses, and eDiscovery;

- Assist with all administrative processes and electronic systems.

When entering a Federal job at a grade level lower than the highest promotion potential level,
you may be promoted to more complex duties and work more independently, as your career
progresses.

 Help

Requirements
Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must submit a resume and required documents (see How to Apply section).

• You must be a U.S. citizen.

• You may be required to travel 1 to 5 days per month.

This position is designated as Low Risk and requires a background investigation. Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation.

If you are selected, you must complete a one year probationary period.

Qualifications

You do not need a degree to qualify for this position. 

 Help

https://www.usajobs.gov/Help/how-to/job-announcement/duties/
https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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We are looking for at least one year of specialized experience related to this position as
described below: 

To qualify for the GS-09 level, you need to have at least one year of full-time experience
equivalent to the GS-07 level defined as assisting attorneys by preparing civil or administrative
litigation; - OR master's or equivalent graduate degree; or 2 full years of progressively higher
level graduate education leading to such a degree; or LL.B. or J.D., if related; degree in an
academic discipline related to this position. 

Your answers to the on-line assessment will be used to evaluate your competencies in the
following areas: 1) Skill in legal research and analysis; 2) Skill in written communication; 3)
Knowledge of litigation procedures, including eDiscovery processes; 4) Ability to manage
collection and reviews of records for litigation and FOIA responses; 5) Ability to work as part of a
team; 6) Skill in using electronic databases such as Relativity, litigation hold so�ware,
databases, and/or spreadsheets; and 7) Skill in providing customer service in a demanding
environment. 

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional; philanthropic; religious; spiritual; community, student, social). Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment. You will receive credit for all qualifying
experience, including volunteer experience.

Additional information

Read more

Benefits

Earth Day is every day at EPA!  At EPA, you can protect human health and the environment of all
Americans, and you’ll discover that EPA is one great place to work!  We o�er great benefits and
work flexibilities, and our diverse workforce connects to more than just a career--we share a

l h l h h

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.
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We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position.  You are being evaluated under the category rating method which
means, if you are determined to be qualified, you will be placed into the ‘Best Qualified’, ‘Well
Qualified’, or ‘Qualified’ category. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements.  If you are referred for consideration, you may be subject to
additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to
as Knowledges, Skills, and Abilities (KSAs).  However, your resume should clearly show
possession of these competencies.

To preview questions please click here.

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to be submitted online: 

--Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and

 Help

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=64298
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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specific.  We may not make assumptions regarding your experience. 
--Responses to the online assessment questionnaire (you must complete this online - it is not a
document you need to upload). 
--College transcripts - if qualifying for this position based on education or a combination of
experience and education, you are required to submit either uno�icial transcripts or a list of
courses that includes school(s) attended, school address, course title, grades earned,
completion dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of
service), VA letter stating overall/combined disability rating (percentage), and SF-15, if
applicable; active duty service members:  submit certification from the armed forces
documenting active duty dates, expected discharge/release date, campaign medals/badges,
and character of service (a certification is any written document from the armed forces that
certifies you are expected to be discharged/released from active duty service in the armed forces
under honorable conditions within 120 days a�er you submit the certification). 
--Displaced Federal employees under ICTAP/CTAP:  copy of your most recent performance
appraisal, proof of eligibility, and your most current SF-50 noting position, grade level, tenure,
and duty station. 

Additional information can be found on our website:  EPA Announcement Policies and
Procedures.

If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
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Next steps

prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

Agency contact information

 Keith Hisle

Phone

800-433-9633

Fax

919-541-2186

Email

hisle.keith@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources Management Division  
109 T.W. Alexander Drive, MD C639-02  
Research Triangle Pk, North Carolina 27711 
United States

Learn more about this agency

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
tel:800-433-9633
mailto:hisle.keith@epa.gov
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This job announcement has closed

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

Reviewing applications

Open & closing dates
 05/22/2019 to 06/05/2019

Salary
$57,043 - $74,152 per year

Pay scale & grade
GS 09

 Help

https://www.usajobs.gov/GetJob/PrintPreview/534404000
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Return to top

Location
1 vacancy in the following location:

Boston, MA

Telework eligible
Yes—as determined by the agency policy.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-Time

Service
Competitive

Promotion potential
11

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

Announcement number
RTP-R1-DE-2019-0006

Control number
534404000

javascript:void(0);
https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
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USAJOBS is a United States O�ice of Personnel Management website.

   

EEO Policy Statement

Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

Terms and Conditions

Budget and Performance

 Account

Home

Profile

Documents

Saved jobs

Saved searches

 Help

Help center

About USAJOBS

FAQs

Get started

How to…

Working in government

https://www.opm.gov/
https://www.facebook.com/USAJOBS
https://www.linkedin.com/company/usajobs
https://twitter.com/USAJOBS
https://www.youtube.com/user/usajobsapp
https://www.usajobs.gov/Help/equal-employment-opportunity/
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https://www.usajobs.gov/Applicant/Document/Resumes
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
https://www.usajobs.gov/Help/
https://www.usajobs.gov/Help/About/
https://www.usajobs.gov/Help/faq/
https://www.usajobs.gov/Help/Get-Started/
https://www.usajobs.gov/Help/how-to/
https://www.usajobs.gov/Help/working-in-government
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FOIA

Inspector General

No Fear Act Data

Privacy Policy

USA.gov

https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
http://www.usa.gov/


11/29/21, 11:48 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/617028500 1/12

Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is in Region 1, O�ice of Regional Counsel, Legal Enforcement Branch, Regulatory
Legal Enforcement Section.

If selected, you must work at the location stated in this announcement.

About Region 1: Region 1

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 10/12/2021 to 10/18/2021

Salary
$59,498 - $77,346 per year

Pay scale & grade
GS 09

Location
1 vacancy in the following location:

Boston, MA

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/617028500
https://www.epa.gov/aboutepa/epa-region-1-new-england
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Telework eligible
Yes—as determined by the agency policy.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
11

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

Announcement number
RTP-R1-DE-2021-0014

Control number
617028500

T H I S  J O B  I S  O P E N  T O

The public
U.S. Citizens, Nationals or those who owe allegiance to the U.S.

 Help

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/public/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/


11/29/21, 11:48 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/617028500 3/12

Duties
At the entry level of this position, you will:

- Assist Regional sta� attorneys and support sta� in regulatory and Superfund enforcement in
preparation for administrative and civil litigation by dra�ing correspondence and litigation
reports, preparation of discovery documents, and maintaining administrative records,
pleadings, a�idavits, motions to dismiss, motions for summary judgment, and other
documents;

- Assist in the preparation of administrative actions in regulatory and Superfund enforcement
and provide investigative or technical support in civil matters;

- Prepare for, attend, and/or participate in conferences, depositions, settlement negotiations,
pretrial conferences, and public meetings with internal and external stakeholders;

- Assist with administrative processes and electronic systems, including data entry of cases into
case tracking system, performance of EJ SCREEN, assisting with updates to database for
tracking compliance and financial assurances, and accounts receivable monitoring.

When entering a Federal job at a grade level lower than the highest promotion potential level,
you may be promoted to more complex duties and work more independently, as your career
progresses.  NOTE:  Career ladder promotions are not automatic, and all eligibility and
qualifications requirements must be met in order to progress to the next grade level.

One or more positions may be filled.

 Help

Requirements
Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must submit a resume and required documents--see How to Apply section.

• You may be required to travel less than 25% of each month.

• You must be a U.S. citizen.

This position is designated as Low Risk and requires a background investigation. Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation. All conditions of the pre-

 Help

https://www.usajobs.gov/Help/how-to/job-announcement/duties/
https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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employment security process must be met before an o�icial letter of employment can be issued
with a report for duty date.

If you are selected, you may be required to complete a one-year probationary period.

Qualifications

We are looking for at least one year of specialized experience related to this position as
described below:

To qualify for the GS-09 level, you need to have at least one year of full-time experience
equivalent to the GS-07 level defined as dra�ing correspondence and legal documents; and
conducting legal research. 
- OR master's or equivalent graduate degree; or 2 full years of progressively higher level graduate
education leading to such a degree; or LL.B. or J.D., if related; degree in an academic discipline
related to this position 
- OR an equivalent combination of education and experience.

Your answers to the online assessment will be used to evaluate your competencies in the
following areas: 1) Skill in written communication; 2) Ability to select, summarize, compare,
interpret, and compile data, information, and case law from a variety of sources; 3) Ability to
apply knowledge of environmental statutes and policies, regulations, objections, and guidance;
4) Ability to use Westlaw, Relativity, Adobe Pro, and other computer-assisted legal research
tools; 5) Ability to apply knowledge of civil provisions of environmental protection statutes; 6)
Skill in oral communication; 7) Knowledge of general business principles and techniques,
including information technology tools.

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional, philanthropic, religious, spiritual, community, student, social). Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment. You will receive credit for all qualifying
experience, including volunteer experience.

If you have part-time work experience, read this: EPA Announcement Policies and Procedures.

Education

This job does not have an education qualification requirement.

Additional information

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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Read more

Benefits

Except in special circumstances, those new to the federal government will be hired at the
starting salary (step 1) of the applicable grade range listed above.

EPA participates in E-Verify. E-Verify is an Internet based system operated by the Department of
l d ( ) h h h l d ( ) h

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements. Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section. If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment. Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position. You are being evaluated under the category rating method which
means, if you are determined to be qualified, you will be placed into the ‘Best Qualified’, ‘Well
Qualified’, or ‘Qualified’ category. NOTE:  Preference eligible veterans must be selected, or
decline further consideration, before applicants who are ineligible for veterans’ preference can
be selected (to learn more, visit Veterans' Preference).

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire. If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job. We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements. If you are referred for consideration, you may be subject to
additional assessments.

NOTE: We do not require a separate statement responding to the competencies, also referred to
as Knowledges, Skills, and Abilities (KSAs). However, your resume should clearly show
possession of these competencies.

To preview questions please click here.

https://www.fedshirevets.gov/job-seekers/veterans/veterans-preference
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=69024


11/29/21, 11:48 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/617028500 6/12

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to be submitted online:

NOTE:  You should ensure your social security number, date of birth, and any other personal
information are redacted.

--Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and
specific.  We may not make assumptions regarding your experience.  
--Responses to the online assessment questionnaire (you must complete this online - it is not a
document you need to upload). 
--College transcripts - if qualifying for this position based on education or a combination of
experience and education, you are required to submit either uno�icial transcripts or a list of
courses that includes school(s) attended, school address, course title, grades earned,
completion dates, department, and quarter or semester hours earned.  NOTE:  O�icial
educational transcripts are not required at the time of application; however, if you are selected,
you must provide o�icial transcripts before you start work with EPA.  IF EDUCATION WAS
COMPLETED AT A FOREIGN INSTITUTION:  You must submit an equivalency evaluation with your
application as described here:  EPA Announcement Policies and Procedures.
--Veterans' Preference Documents:

Separated veterans claiming 5-point preference:

- DD-214 Member 4 copy (or other copy indicating character of service) or other o�icial
document/statement from the Armed Forces showing separation, discharge, or
release from active duty; document must show separation is under honorable
conditions (Honorable or General Discharge)

Separated veterans claiming 10-point preference based on compensable service-
connected disability of 10% or more:

 Help

http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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- DD-214 Member 4 copy (or other copy indicating character of service); document
must show separation is under honorable conditions (Honorable or General
Discharge); and

- VA letter stating overall/combined disability rating (percentage); and

- SF-15 (use current version: SF-15 Form) (see page 2 for documents that can be
submitted in lieu of the DD-214 and VA letter)

Other separated veterans claiming 10-point preference OR spouses, widows/widowers, or
mothers claiming 10-point derived preference:

- SF-15 (use current version: SF-15 Form); and

- Other required documentation indicated on the SF-15

Active duty service members:

- Certification from the armed forces documenting active duty dates, expected
discharge/release date, campaign medals/badges, and character of service (a
certification is any written document from the armed forces that certifies you are
expected to be discharged/released from active duty service in the armed forces
under honorable conditions (Honorable or General Discharge) within 120 days a�er
you submit the certification)

--Displaced Federal employees under ICTAP/CTAP:  copy of your most recent performance
appraisal, proof of eligibility, and your most current SF-50 noting position, grade level, tenure,
and duty station.

To learn more about submitting documentation, visit Uploading Documents to USAJOBS.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire. To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes.

https://www.opm.gov/forms/pdf_fill/sf15.pdf
https://www.opm.gov/forms/pdf_fill/sf15.pdf
https://gcc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.usajobs.gov%2FHelp%2Fhow-to%2Faccount%2Fdocuments%2Fupload%2F&data=02%7C01%7CCurtis.Susan%40epa.gov%7Cfa5175f3fbc14ecf768408d81229a461%7C88b378b367484867acf976aacbeca6a7%7C0%7C0%7C637279317351090978&sdata=iAEEjg8rpsabHecHiuQVvwOH2NUEa8%2F3SUiB3y12wuc%3D&reserved=0
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
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All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature.

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement. You
must provide complete application materials by the day the announcement closes.

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

REASONABLE ACCOMMODATION

EPA provides reasonable accommodation to applicants with disabilities.  Decisions for granting
reasonable accommodation are made on a case-by-case basis.

• If you require reasonable accommodation for any part of the application process
(submitting the application or completing the application process), contact the Human
Resources O�ice listed below no later than three business days prior to the closing date of
this announcement, and the Human Resources O�ice will work directly with you.

• If you are referred to the hiring o�icial for consideration and need an accommodation
during the selection process (e.g., writing sample or interview), you should notify the
person who contacted you from the hiring o�icial’s o�ice.

• If you are selected and need an accommodation during the hiring process, notify the HR
Specialist who made the job o�er to you.

The National Reasonable Accommodation Coordinators will provide assistance to you, the
Human Resources O�ice, and/or the hiring o�icial as needed.  For more information, see
Reasonable Accommodation.

Agency contact information

 Meredith Pysnik

Phone

919-541-2567

Email

pysnik.meredith@epa.gov

Address

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
https://www.epa.gov/ocr/reasonable-accommodation
tel:919-541-2567
mailto:pysnik.meredith@epa.gov
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 Print

This job announcement has closed

Next steps

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources Management Division  
109 T.W. Alexander Drive, MD C639-02  
Research Triangle Pk, North Carolina 27711 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account. You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package. You will be contacted if further
evaluation or interviews are required. Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration. We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education. If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

https://www.usajobs.gov/GetJob/PrintPreview/617028500
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
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Reviewing applications

Open & closing dates
 10/12/2021 to 10/18/2021

Salary
$59,498 - $77,346 per year

Pay scale & grade
GS 09

Location
1 vacancy in the following location:

Boston, MA

Telework eligible
Yes—as determined by the agency policy.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
11

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

 Help

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Return to top

USAJOBS is a United States O�ice of Personnel Management website.

   

EEO Policy Statement

Announcement number
RTP-R1-DE-2021-0014

Control number
617028500

 Account

Home

Profile

Documents

Saved jobs

Saved searches

 Help

Help center

About USAJOBS

FAQs

Get started

How to…

Working in government

javascript:void(0);
https://www.opm.gov/
https://www.facebook.com/USAJOBS
https://www.linkedin.com/company/usajobs
https://twitter.com/USAJOBS
https://www.youtube.com/user/usajobsapp
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Applicant/Profile/Dashboard
https://www.usajobs.gov/Applicant/Profile/
https://www.usajobs.gov/Applicant/Document/Resumes
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
https://www.usajobs.gov/Help/
https://www.usajobs.gov/Help/About/
https://www.usajobs.gov/Help/faq/
https://www.usajobs.gov/Help/Get-Started/
https://www.usajobs.gov/Help/how-to/
https://www.usajobs.gov/Help/working-in-government
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Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Privacy Policy

USA.gov

https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/preference/
https://www.usajobs.gov/Help/legal-and-regulatory-guidance/
https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
http://www.usa.gov/
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is in Region 4, O�ice of Regional Counsel, O�ice of General Law, Criminal Law and
Cross-O�ice Support.  

If selected, you must work at the location stated in this announcement.  

About Region 4:  https://www.epa.gov/aboutepa/about-epa-region-4-southeast

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 12/16/2020 to 12/23/2020

Salary
$55,738 - $87,667 per year

Pay scale & grade
GS 09 - 11

Location
1 vacancy in the following location:

Atlanta, GA

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/587393100
https://www.epa.gov/aboutepa/about-epa-region-4-southeast
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Telework eligible
Yes—as determined by the agency policy.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-Time

Service
Competitive

Promotion potential
11

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

Announcement number
RTP-R4-DE-2021-0004

Control number
587393100

T H I S  J O B  I S  O P E N  T O

The public
U.S. Citizens, Nationals or those who owe allegiance to the U.S.

 Help

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/public/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
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Duties
You will:

Assist in the development, preparation, enforcement, defense, and settlement of cases
brought under EPA's regulatory programs;

As Regional Hearing Clerk, evaluate and/or prepare procedural and formatting
requirements, notice of hearings, motions issued by Regional Judicial O�icer, designation
memorandums, and responses to requests for adjudicatory hearings;

Develop and update O�ice of Regional Counsel 's (ORC) internal and external web sites;

Serve as Regional Ethics Liaison, providing administrative support to ORC’s Ethics Team.

When entering a Federal job at a grade level lower than the highest promotion potential level,
you may be promoted to more complex duties and work more independently as your career
progresses.

 Help

Requirements
Conditions of Employment
• You must be a U.S. citizen.

• If you are selected, a pre-employment background check is required.

• You must submit a resume and required documents--see How to Apply section.

This position is designated as Moderate Risk and requires a background investigation.  Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation.  All conditions of the pre-
employment security process must be met before an o�icial letter of employment can be issued
with a report for duty date.

If you are selected, you may be required to complete a one-year probationary period.

Qualifications

We are looking for at least one year of specialized experience related to this position as
described below: 

To qualify for the GS-09 level, you need to have at least one year of full-time experience

 Help

https://www.usajobs.gov/Help/how-to/job-announcement/duties/
https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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equivalent to the GS-07 level defined as assisting in dra�ing briefs or other legal documents or
submissions; 
- OR master's or equivalent graduate degree; or 2 full years of progressively higher level graduate
education leading to such a degree; or LL.B. or J.D., if related; degree in an academic discipline
related to this position 
- OR an equivalent combination of education and experience. 

To qualify for the GS-11 level, you need to have at least one year of full-time experience
equivalent to the GS-09 level defined as dra�ing briefs or other legal documents or submissions;
maintaining electronic files and/or databases; 
- OR Ph.D. or equivalent doctoral degree; or 3 full years of progressively higher level graduate
education leading to such a degree; or LL.M., in an academic discipline related to this position 
- OR an equivalent combination of education and experience. 

Your answers to the online assessment will be used to evaluate your competencies in the
following areas:  1) Knowledge of legal procedural requirements of environmental laws and
regulations, such as the Clean Air Act and Clean Water Act; 2) Knowledge of Freedom of
Information Act requirements and procedures; 3) Ability to prepare administrative and civil
ligation documents; 4) Skill in oral communication; 5) Skill in written communication; 6) Skill in
web design; 7) Ability to develop o�ice internet and intranet policies; 8) Ability to assess data.

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional, philanthropic, religious, spiritual, community, student, social).  Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment.  You will receive credit for all qualifying
experience, including volunteer experience.

If you have part-time work experience, read this:  EPA Announcement Policies and Procedures.

Education

You do not need a degree to qualify for this position.

Additional information

Except in special circumstances, those new to the federal government will be hired at the
starting salary (step 1) of the applicable grade range listed above.

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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Read more

Benefits

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position.  You are being evaluated under the category rating method which
means, if you are determined to be qualified, you will be placed into the ‘Best Qualified’, ‘Well
Qualified’, or ‘Qualified’ category. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements.  If you are referred for consideration, you may be subject to
additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to
as Knowledges, Skills, and Abilities (KSAs).  However, your resume should clearly show
possession of these competencies.

To preview questions please click here.

Benefits

Required Documents

How to Apply

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=67557
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Fair and Transparent

Required Documents
Documents to be submitted online: 

NOTE:  You should ensure your social security number, date of birth, and any other personal
information are redacted. 

--Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and
specific.  We may not make assumptions regarding your experience.  
--Responses to the online assessment questionnaire (you must complete this online - it is not a
document you need to upload). 
--College transcripts - if qualifying for this position based on education or a combination of
experience and education, you are required to submit either uno�icial transcripts or a list of
courses that includes school(s) attended, school address, course title, grades earned,
completion dates, department, and quarter or semester hours earned.  NOTE:  O�icial
educational transcripts are not required at the time of application; however, if you are selected,
you must provide o�icial transcripts before you start work with EPA. 
--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of
service), VA letter stating overall/combined disability rating (percentage), and SF-15 (use current
version:  SF-15 Form), if applicable (see page 2 of the SF-15 for documents that can be submitted
in lieu of the DD-214 and VA letter); active duty service members:  submit certification from the
armed forces documenting active duty dates, expected discharge/release date, campaign
medals/badges, and character of service (a certification is any written document from the armed
forces that certifies you are expected to be discharged/released from active duty service in the
armed forces under honorable conditions within 120 days a�er you submit the certification). 
--Displaced Federal employees under ICTAP/CTAP:  copy of your most recent performance
appraisal, proof of eligibility, and your most current SF-50 noting position, grade level, tenure,
and duty station. 

To learn more about submitting documentation, visit Uploading Documents to USAJOBS.

If you are relying on your education to meet qualification requirements:

 Help

https://www.opm.gov/forms/pdf_fill/sf15.pdf
https://www.usajobs.gov/Help/how-to/account/documents/upload
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

Agency contact information

 Amanda Jackson

Phone

919-541-2017

Email

jackson.amanda@epa.gov

http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
tel:919-541-2017
mailto:jackson.amanda@epa.gov
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This job announcement has closed

Next steps

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources Management Division  
109 T.W. Alexander Drive, MD C639-02  
Research Triangle Pk, North Carolina 27711 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
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 Print

Reviewing applications

Open & closing dates
 12/16/2020 to 12/23/2020

Salary
$55,738 - $87,667 per year

Pay scale & grade
GS 09 - 11

Location
1 vacancy in the following location:

Atlanta, GA

Telework eligible
Yes—as determined by the agency policy.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-Time

Service
Competitive

Promotion potential
11

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

 Help

https://www.usajobs.gov/GetJob/PrintPreview/587393100
https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Return to top

USAJOBS is a United States O�ice of Personnel Management website.

Drug test
No

Announcement number
RTP-R4-DE-2021-0004

Control number
587393100

 Account

Home

Profile

Documents

Saved jobs

Saved searches

 Help

Help center

About USAJOBS

FAQs

Get started

How to…

Working in government

javascript:void(0);
https://www.opm.gov/
https://www.usajobs.gov/Applicant/Profile/Dashboard
https://www.usajobs.gov/Applicant/Profile/
https://www.usajobs.gov/Applicant/Document/Resumes
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
https://www.usajobs.gov/Help/
https://www.usajobs.gov/Help/About/
https://www.usajobs.gov/Help/faq/
https://www.usajobs.gov/Help/Get-Started/
https://www.usajobs.gov/Help/how-to/
https://www.usajobs.gov/Help/working-in-government
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EEO Policy Statement

Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Privacy Policy

USA.gov

https://www.facebook.com/USAJOBS
https://www.linkedin.com/company/usajobs
https://twitter.com/USAJOBS
https://www.youtube.com/user/usajobsapp
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/preference/
https://www.usajobs.gov/Help/legal-and-regulatory-guidance/
https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
http://www.usa.gov/
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Current permanent EPA employees in the Office of the Assistant Administrator for Administration and Resources Management (OARM) with
competitive status and CTAP eligibles.

Public Trust - Background Investigation

Permanent

Permanent

About the Agency

Earth Day is every day at EPA! Our diverse workforce connects to more than just a career—we share a common passion to promote a
cleaner, healthier environment.  We consistently rank as one of the top Federal agencies in which to work, with great benefits and work
flexibilities.    
This position is located in the Office of the Assistant Administrator for Administration and Resources Management, Office of
the Assistant Administrator, Immediate Office of Administrative Law Judges, Washington, D.C. 
For more information on this office, visit their website:  http://intranet.epa.gov/OARM/index.html.

No

No

Back to top

Duties

You will:  
-Review and analyze case files, motions, and other submissions from parties and makes recommendations to the Administrative Law Judges (ALJs); 
-Prepare orders, memoranda, templates, and written correspondence for ALJs; 
-Use computerized legal research systems including Lexis, Westlaw, and federal government websites to obtain and draft legal analyses of statutory provisions, regulatory
provisions, decisions of courts and administrative tribunals, and policy documents; 
-Manage the administrative work of the ALJs including preparing index of hearing transcripts, Certificates of Service, monthly case status reports, arranges travel and courtrooms,
etc. 

When entering a Federal job at a grade level lower than the highest promotion potential level, you may be promoted to more complex duties and work more independently, as your
career progresses.

Back to top

Qualifications and Evaluations

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

RTP-OA-MP-2014-0004

Environmental Protection Agency

Paralegal Specialist

01/15/2014 - 02/05/2014

Format MM/DD/YYYY

GS - 0950 11/12

USD $63,091 - USD $98,305

Full-time - Full-time

GS-12

No

Brittany Jones 
800-433-9633 
jones.brittany@epa.gov

FEW in Washington DC, DC, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=57256&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=57256&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=57256&orgId=1
http://www.epa.gov/
http://intranet.epa.gov/OARM/index.html
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits URL:

Agency Benefits:

Other Information:

How to Apply:

Required Documents:

You must meet time in grade requirements no later than 30 calendar days after the closing date of this announcement. 
 This position is designated as Low Risk and requires a background investigation. Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation.

If you are selected, a pre-employment background check is required.
You must submit resume and required documents (See How to Apply).
Position has portable work and selectee may be eligible to telework.

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position and an applicable score assigned.  

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements.  

NOTE:  We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
 However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-11 level, you need to have at least one year of full time experience defined as assisting ALJ’s in preparing orders,
drafting written and oral correspondence, and drafting memoranda for review - OR Ph.D. or equivalent doctoral degree; or 3 full years of
progressively higher level graduate education leading to such a degree; or LL.M., in any academic discipline. 

To qualify for the GS-12 level, you need to have at least one year of full time experience defined as analyzing legal research and reviewing
case files to make recommendation to the ALJ’s. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas: 1) Knowledge of legal processes
(administrative litigation, Alternation Dispute Resolution (ADR), and environmental law); 2) Skill in oral communication; 3) Skill in analyzing
issues of fact and law; 4) Skill in written communication; 5) Ability to perform legal research; 6) Ability to manage the work of a lead or
supervisor.

Back to top

Benefits and Other Info

Review our Benefits

Benefits will not change for current permanent EPA employees.

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

If you have part-time work experience, read this: http://epa.gov/ohr/ezhire/vacancy_requirements.htm. 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility. 

This position is in the bargaining unit.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.   To be considered, you must submit a complete application package by
11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement.  You must provide complete application materials by the closing date of this announcement. 

For detailed instructions to assist you in ensuring your application 
package is received, go to 
http://epa.gov/ohr/ezhire/vacancy_requirements.htm.

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   
--Responses to the on-line assessment questionnaire 
--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to

https://help.usajobs.gov/index.php/Pay_and_Benefits
http://epa.gov/ohr/ezhire/vacancy_requirements.htm
http://epa.gov/ohr/ezhire/vacancy_requirements.htm
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Next Steps:

submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Displaced Federal employees under CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most current SF-
50 noting position, grade level, tenure, and duty station. 
--Current EPA Employees:  You are encouraged to submit a Notification of Personnel Action (SF-50).  If you fail to provide an SF-50, we will
access your Federal employment records in e-OPF to verify your eligibility to be considered. If your eligibility for consideration cannot be
determined, your application will be rated ineligible. 

If you want to know more about submitting documentation to our office, visit EPA's web site:
http://epa.gov/ohr/ezhire/vacancy_requirements.htm.

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://epa.gov/ohr/ezhire/vacancy_requirements.htm
http://www.monstergovernmentsolutions.com/
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
Earth Day is every day at EPA!  At EPA, you can protect human health and the environment of all
Americans, and you’ll discover that EPA is one great place to work!  We o�er great benefits and
work flexibilities, and our diverse workforce connects to more than just a career--we share a
common passion to promote a cleaner, healthier environment.

This position is located in the O�ice of Environmental Information, O�ice of Enterprise
Information Programs, eDiscovery Division in Washington, DC.  

For more information on this o�ice, visit their website: https://www.epa.gov/aboutepa/about-
o�ice-environmental-information-oei 

If selected, you must work at the location stated in this announcement.

Learn more about this agency

Overview
Reviewing applications

Open & closing dates
 06/12/2018 to 07/03/2018

Salary
$81,548 - $106,012 per year

Pay scale & grade

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/502005900
https://www.epa.gov/aboutepa/about-office-environmental-information-oei
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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 Help

GS 12

Location
1 vacancy in the following location:

Washington DC, DC

Telework eligible
Yes—as determined by the agency policy.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Announcement number
RTP-OEI-MP-2018-0030

Control number
502005900

T H I S  J O B  I S  O P E N  T O

 Help

https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
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Federal employees - Competitive service
Current or former competitive service federal employees.

Career transition (CTAP, ICTAP, RPL)
Federal employees who meet the definition of a "surplus" or "displaced" employee.

Internal to an agency
Current federal employees of this agency.

Duties
You will: 

- Perform project management roles for the eDiscovery Assistance Team (eDAT);

- Develop and maintain eDAT policies and standard operating procedures for eDiscovery
workflows;

- Develop and maintain communication plans and outreach to partners/customers regarding
eDiscovery services;

- Provide Quality Assurance (QA)/Quality Control (QC) oversite to ensure all requests are tracked
and collections are completed and accurate prior to release;

- Develop and maintain eDAT training.

Who May Apply

This job is open to…

Current permanent EPA internal employees with competitive status and CTAP eligibles.

Questions? This job is open to 3 groups.

 Help

Requirements
Conditions of Employment

 Help

https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/#transition
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/#internal
javascript:void(0);
https://www.usajobs.gov/Help/how-to/job-announcement/duties/
https://www.usajobs.gov/Help/how-to/job-announcement/requirements


11/29/21, 11:57 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/502005900 4/11

• If you are selected, a pre-employment background check is required.

• You must submit a resume and required documents (see How to Apply section).

• You may be required to travel 1 to 5 days per month.

This position is designated as Low Risk and requires a background investigation. Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation.

You must meet time in grade requirements no later than 30 calendar days a�er the closing date
of this announcement.

Qualifications

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as
described below:

To qualify for the GS-12 level, you need to have at least one year of full-time experience
equivalent to the GS-11 level defined as reviewing and analyzing electronic data requests;
creating and/or improving electronic search criteria using boolean logic; and preparing written
analyses. 

Your answers to the on-line assessment will be used to evaluate your competencies in the
following areas: 1) Skill in project management; 2) Skill in data collection and management;
3) Knowledge of eDiscovery best practices, challenges, and business processes; 4) Skill in written
communication; 5) Ability to develop and implement communication strategies; 6) Skill in oral
communication; 7) Skill in performing quality assurance reviews; 8) Skill in developing training
materials.

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional; philanthropic; religious; spiritual; community, student, social). Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment. You will receive credit for all qualifying
experience, including volunteer experience.

Additional information
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Read more

Benefits

This position is in the bargaining unit.

Position has portable work and selectee may be authorized to telework a�er meeting eligibility

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements.  If you are referred for consideration, you may be subject to
additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to
as Knowledge, Skills, and Abilities (KSAs). However, your resume should clearly show possession
of these competencies.

To preview questions please click here.

Benefits

Required Documents

How to Apply

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=62639
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Fair and Transparent

Required Documents
Documents to be submitted online: 

-- Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and
specific.  We may not make assumptions regarding your experience.   
-- Responses to the online assessment questionnaire. 
-- Displaced Federal employees under CTAP:  copy of your most recent performance appraisal,
proof of eligibility, and your most current SF-50 noting position, grade level, tenure, and duty
station. 
-- Current EPA Employees:  You are encouraged to submit a Notification of Personnel Action (SF-
50).  If you fail to provide an SF-50, we will access your Federal employment records in eOPF to
verify your eligibility to be considered.  If your eligibility for consideration cannot be determined,
your application will be rated ineligible. 

If you want to know more about submitting documentation to our o�ice, visit EPA's website:  

EPA Announcement Policies and Procedures

. 

If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

 Help

How to Apply  Help

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
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You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

Agency contact information

 Amanda Jackson

Phone

800-433-9633

Fax

919-541-2186

Email

jackson.amanda@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources Management Division  
109 T.W. Alexander Drive, MD C639-02  
Research Triangle Pk, North Carolina 27711 
United States

Learn more about this agency

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
tel:800-433-9633
mailto:jackson.amanda@epa.gov
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 Print

This job announcement has closed

Next steps

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

Reviewing applications

Open & closing dates
 06/12/2018 to 07/03/2018

Salary
$81,548 - $106,012 per year

 Help

https://www.usajobs.gov/GetJob/PrintPreview/502005900
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Pay scale & grade
GS 12

Location
1 vacancy in the following location:

Washington DC, DC

Telework eligible
Yes—as determined by the agency policy.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Announcement number
RTP-OEI-MP-2018-0030

Control number
502005900

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
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Return to top

USAJOBS is a United States O�ice of Personnel Management website.

   

EEO Policy Statement

Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

 Account

Home

Profile

Documents

Saved jobs

Saved searches

 Help

Help center

About USAJOBS

FAQs

Get started

How to…

Working in government

javascript:void(0);
https://www.opm.gov/
https://www.facebook.com/USAJOBS
https://www.linkedin.com/company/usajobs
https://twitter.com/USAJOBS
https://www.youtube.com/user/usajobsapp
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/preference/
https://www.usajobs.gov/Help/legal-and-regulatory-guidance/
https://www.usajobs.gov/Applicant/Profile/Dashboard
https://www.usajobs.gov/Applicant/Profile/
https://www.usajobs.gov/Applicant/Document/Resumes
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
https://www.usajobs.gov/Help/
https://www.usajobs.gov/Help/About/
https://www.usajobs.gov/Help/faq/
https://www.usajobs.gov/Help/Get-Started/
https://www.usajobs.gov/Help/how-to/
https://www.usajobs.gov/Help/working-in-government
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Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Privacy Policy

USA.gov

https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
http://www.usa.gov/
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

Any U.S. citizen may apply. 

NOTE: This announcement will remain open through 11:59 PM Eastern time on the day the 100th application is received (all applications
received on that day will be considered), or 11:59 PM Eastern time on the closing date, whichever comes first.

Other

Permanent

Permanent

About the Agency

Earth Day is every day at EPA!  At EPA, you can protect human health and the environment of all Americans, and you’ll discover that EPA is
one great place to work!  We offer great benefits and work flexibilities, and our diverse workforce connects to more than just a career-we
share a common passion to promote a cleaner, healthier environment.  Discover how exciting safeguarding our natural resources and
protecting human health can be. Find yourself at EPA. 

This position is located in the Office of General Counsel, General Law Office, Washington, DC.   
For more information on this office, visit their website: https://www.epa.gov/aboutepa/about-office-general-counsel-ogc 

Except in special circumstances, those new to the federal government will be hired at the starting salary (step 1) of the applicable grade range
listed above.

No

No

Back to top

Duties

You will: 

- Perform legal research and prepare legal memoranda or other summaries; 
- Assist attorneys on cases (both administrative proceedings and civil litigation) and prepare draft responses to case-related items or correspondence and coordinate review of
proposed drafts; 
- Gather and analyze data related to legal claims in administrative proceedings and civil litigation; 
- Perform document organization, management, and retrieval in cases and administrative matters; 

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

RTP-OGC-DE-2016-0005

Environmental Protection Agency

Paralegal Specialist

08/24/2016 - 08/25/2016

Format MM/DD/YYYY

This vacancy is limited to a certain number of applicants and may close before the close date listed here if that limit is reached.

GS - 0950 11/12

USD $64,650 - USD $100,736

Full-time - Full-time

GS-12

No

Cheryl Ashley 
800-433-9633 
ashley.cheryl@epa.gov

1 in Washington DC, DC, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=60656&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=60656&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=60656&orgId=1
http://www.epa.gov/
https://www.epa.gov/aboutepa/about-office-general-counsel-ogc
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits URL:

Agency Benefits:

Other Information:

- Assist in preparing discovery and witnesses for deposition and/or trial. 

When entering a Federal job at a grade level lower than the highest promotion potential level, you may be promoted to more complex duties and work more independently, as your
career progresses.

Back to top

Qualifications and Evaluations

If you are selected, you must complete a one year probationary period. 

This position is designated as Low Risk and requires a background investigation. Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation.

If you are selected, a pre-employment background check is required.
You must be a U.S. citizen.
You may be required to travel 1 to 5 days per month.
You must submit resume and required documents (See How to Apply)

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position. You are being evaluated under the category rating method which means, if
you are determined to be qualified, you will be placed into the Best Qualified, Well Qualified, or Qualified Category. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE: We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-11 level, you need to have at least one year of full time experience equivalent to the GS-09 level defined as: Providing
support for litigation before courts and/or administrative tribunals including researching legal precedents, assisting in drafting briefs or other
legal documents or submissions, and managing a variety of logistical tasks related to litigation, such as e-discovery and organizing case files.
OR Ph.D. or equivalent doctoral degree; or 3 full years of progressively higher level graduate education leading to such a degree; or LL.M., in
any academic discipline. 

To qualify for the GS-12 level, you need to have at least one year of full time experience equivalent to the GS-11 level defined as: Providing
support for litigation before courts and/or administrative tribunals including researching legal precedents, assisting in drafting briefs or other
legal documents or submissions, assisting in addressing discovery, including using electronic litigation software for discovery, and managing a
variety of logistical tasks related to litigation, such as organizing case files. 
Your answers to the on-line assessment will be used to evaluate your competencies in the following areas:  1) Ability to research and interpret
statutes, case law, legislative history, regulations, and/or policy; 2) Skill in written communication; 3) Ability to prepare legal exhibits; 4) Ability
to gather and/or analyze data related to legal issues; 5) Ability to review and synthesize case information; 6) Knowledge of record
management procedures; 7) Skill in using electronic databases, such as Relativity, FOIAonline, or another e-discovery tool; 8) Skill in oral
communication. 

Experience refers to paid and unpaid experience, including volunteer work done through National Service programs (e.g., Peace Corps,
AmeriCorps) and other organizations (e.g., professional; philanthropic; religious; spiritual; community, student, social). Volunteer work helps
build critical competencies, knowledge, and skills and can provide valuable training and experience that translates directly to paid
employment. You will receive credit for all qualifying experience, including volunteer experience. 

Back to top

Benefits and Other Info

Review our Benefits

Join EPA in protecting human health and the environment and enjoy many work life quality options!  Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System. To learn more about us, visit Life and Careers at EPA.

Position has portable work and selectee may be eligible to telework. 

Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional
information:  http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures 

EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information: http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures 

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

https://help.usajobs.gov/index.php/pay_and_benefits
http://www.epa.gov/careers/
http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures
http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures
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How to Apply:

Required Documents:

Next Steps:

If you have part-time work experience, read this: (http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures) 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility. 

It is the policy of the Government not to deny employment simply because an individual has been unemployed or has had financial difficulties
that have arisen through no fault of the individual.  Information about an individual’s employment experience will be used only to determine the
person’s qualifications and to assess his or her relative level of knowledge, skills, and abilities. Although an individual’s personal conduct may
be relevant in any employment decision, including conduct during periods of unemployment or evidence of dishonesty in handling financial
matters, financial difficulty that has arisen through no fault of the individual will generally not itself be the basis of an unfavorable suitability or
fitness determination. For more information, visit https://hru.gov/Studio_Recruitment/tools/Mythbuster_on_Federal_Hiring_Policies.pdf .

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.  To be considered, you must submit a complete application package by
11:59 PM Eastern time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement.  You must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to http://www.epa.gov/careers/epa-job-vacancy-
announcements-policies-and-procedures

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   
--Responses to the on-line assessment questionnaire. 
--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of service), VA letter stating overall/combined
disability rating (percentage), and SF-15, if applicable; active duty service members: submit certification from the armed forces documenting
active duty dates, expected discharge/release date, campaign medals/badges, and character of service (a certification is any written
document from the armed forces that certifies you are expected to be discharged/released from active duty service in the armed forces under
honorable conditions within 120 days after you submit the certification). 
--Displaced Federal employees under ICTAP/CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 

Additional information can be found on our web site: http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

https://jobs.monstergovt.com/epa/vacancy/(http:/www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures)?_ref=vtzpdtfnpt0
https://hru.gov/Studio_Recruitment/tools/Mythbuster_on_Federal_Hiring_Policies.pdf
http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures
http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures
http://www.monstergovernmentsolutions.com/
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
Earth Day is every day at EPA! At EPA, you can protect human health and the environment of all
Americans, and you'll discover that EPA is one great place to work! We o�er great benefits and
work flexibilities, and our diverse workforce connects to more than just a career--we share a
common passion to promote a cleaner, healthier environment. 

Discover how exciting safeguarding our natural resources and protecting human health can be.
Find yourself at EPA. 

This position is located in the O�ice of General Counsel, Water Law O�ice in Washington, DC. 

For more information on this o�ice, visit their website: https://www.epa.gov/aboutepa/about-
o�ice-general-counsel-ogc  

Except in special circumstances, those new to the federal government will be hired at the
starting salary (step 1) of the applicable grade range listed above. 

If selected, you must work at the location stated in this announcement.

Learn more about this agency

Overview
Reviewing applications

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/491581800
https://www.epa.gov/aboutepa/about-office-general-counsel-ogc
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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 Help

Open & closing dates
 02/16/2018 to 02/23/2018

Salary
$68,036 - $106,012 per year

Pay scale & grade
GS 11 - 12

Location
1 vacancy in the following location:

Washington DC, DC

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Announcement number
RTP-OGC-DE-2018-0001

Control number
491581800

https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
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T H I S  J O B  I S  O P E N  T O

The public
U.S. Citizens, Nationals or those who owe allegiance to the U.S.

 Help

Duties
You will: 

- Perform legal research and prepare legal memoranda or other summaries. 

- Assist attorneys on cases (both administrative proceedings and civil litigation) and prepare
dra� responses to case-related items. 

- Gather and analyze data related to legal claims in administrative proceedings and civil
litigation. 

- Perform document organization, management, and retrieval in cases and administrative
matters. 

- Assist in preparing and uploading documents for public databases or court filings. 

When entering a Federal job at a grade level lower than the highest promotion potential level,
you may be promoted to more complex duties and work more independently, as your career
progresses.

Who May Apply

This job is open to…
Any U.S. citizen may apply.

Questions? This job is open to 1 group.

 Help

Requirements  Help

https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/public/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
javascript:void(0);
https://www.usajobs.gov/Help/how-to/job-announcement/duties/
https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must submit resume and required documents (see How to Apply section).

• You must be a U.S. citizen.

• You may be required to travel 1 to 5 days per month.

This position is designated as Low Risk and requires a background investigation. Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation. 

If you are selected, you must complete a one year probationary period. 

If you are selected, you will be required to complete a Confidential Financial Disclosure form
within 30 days of your first day of employment and annually therea�er.

Qualifications
You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as
described below: 

To qualify for the GS-11 level, you need to have at least one year of full-time experience
equivalent to the GS-09 level defined as providing support for litigation before courts and/or
administrative tribunals including researching legal precedents, assisting in dra�ing briefs or
other legal documents or submissions OR managing a variety of logistical tasks related to
litigation, such as e-discovery and organizing case files - OR Ph.D. or equivalent doctoral degree;
or 3 full years of progressively higher level graduate education leading to such a degree; or LL.M.,
in an academic discipline related to this position. 

To qualify for the GS-12 level, you need to have at least one year of full time experience
equivalent to the GS-11 level defined as: providing support for litigation before courts and/or
administrative tribunals including researching legal precedents, assisting in dra�ing briefs or
other legal documents or submissions, assisting in addressing discovery, including using
electronic litigation so�ware for discovery, and managing a variety of logistical tasks related to
litigation, such as organizing case files. 

Your answers to the on-line assessment will be used to evaluate your competencies in the
following areas: 1) Ability to research and interpret statutes, case law, legislative history,
regulations, and/or policy; 2) Skill in written communication; 3) Ability to prepare court filings;
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4) Ability to gather and/or analyze data related to legal issues; 5) Ability to review and synthesize
case information; 6) Knowledge of record management procedures; 7) Skill in using electronic
databases, such as Relativity, Freedom of Information Act (FOIA) online, and Courtlink/PACER; 8)
Skill in oral communication. 

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional; philanthropic; religious; spiritual; community, student, social). Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment. You will receive credit for all qualifying
experience, including volunteer experience.

Additional information

Read more

Benefits

Are you a Displaced Federal Employee? If so, please read the Required Documents section and
visit the EPA website for additional information: EPA Announcement Policies and Procedures 

f f b d d b h f

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements. Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section. 

If you meet basic qualification requirements, your application will be further evaluated based on
your answers to the online assessment. Your responses to the online assessment will be used to
measure the degree to which your background matches the requirements for the position. You
are being evaluated under the category rating method which means, if you are determined to be
qualified, you will be placed into the 'Best Qualified', 'Well Qualified', or 'Qualified' category. 

We will compare your resume and supporting documentation to your responses on the

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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assessment questionnaire. If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job. We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements. If you are referred for consideration, you may be subject to
additional assessments. 

NOTE: We do not require a separate statement responding to the competencies, also referred to
as Knowledges, Skills, and Abilities (KSAs). However, your resume should clearly show
possession of these competencies.  
To preview questions please click here.

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to be submitted online: 

--Resume- clearly stating your experience related to this position as described in the Duties
section and Qualifications section. In describing your experience, you need to be clear and
specific. We may not make assumptions regarding your experience. 

--Responses to the online assessment questionnaire. 

--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character
of service), VA letter stating overall/combined disability rating (percentage), and SF-15, if
applicable; active duty service members: submit certification from the armed forces
documenting active duty dates, expected discharge/release date, campaign medals/badges,
and character of service (a certification is any written document from the armed forces that
certifies you are expected to be discharged/released from active duty service in the armed forces
under honorable conditions within 120 days a�er you submit the certification). 

 Help

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=62227
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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--Displaced Federal employees under ICTAP/CTAP: copy of your most recent performance
appraisal, proof of eligibility, and your most current SF-50 noting position, grade level, tenure,
and duty station. 

Additional information can be found on our website: EPA Announcement Policies and
Procedures. 

If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position. 

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire. To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS
document portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement. You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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Next steps

Agency contact information

 Marketa M. Evans

Phone

800-433-9633

Fax

919-541-2186

Email

evans.marketa@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources Management Division  
109 T.W. Alexander Drive, MD C639-02  
Research Triangle Pk, North Carolina 27711 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account. 

You will receive an acknowledgement from USAJOBS that your submission was successful once
we have received your online occupational questionnaire, resume, and any supporting
documentation. 

You will be notified of the status of your application via your USAJOBS account a�er we
conduct a qualification review of your complete application package. 

You will be contacted if further evaluation or interviews are required. Any exaggeration of your
experience, false statements, or attempt to conceal information may disqualify you for
employment consideration. We may verify all information you provide in your resume and
questionnaire responses through reference and/or background check, and/or verification of
your education. 

tel:800-433-9633
mailto:evans.marketa@epa.gov
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 Print

This job announcement has closed

If you are selected, you will be contacted personally by the human resources o�ice posting
this announcement. 

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

Reviewing applications

Open & closing dates
 02/16/2018 to 02/23/2018

Salary
$68,036 - $106,012 per year

Pay scale & grade
GS 11 - 12

Location

1 vacancy in the following location:

Washington DC, DC

Relocation expenses reimbursed
No

 Help

https://www.usajobs.gov/GetJob/PrintPreview/491581800
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Return to top

Appointment type
Permanent

Work schedule
Full-time

Service

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Announcement number
RTP-OGC-DE-2018-0001

Control number
491581800

 Account

Home

Profile

Documents

Saved jobs

Saved searches

 Help

javascript:void(0);
https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Applicant/Profile/Dashboard
https://www.usajobs.gov/Applicant/Profile/
https://www.usajobs.gov/Applicant/Document/Resumes
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
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USAJOBS is a United States O�ice of Personnel Management website.

   

EEO Policy Statement

Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Privacy Policy

USA.gov

Help center

About USAJOBS

FAQs

Get started

How to…

Working in government

https://www.opm.gov/
https://www.facebook.com/USAJOBS
https://www.linkedin.com/company/usajobs
https://twitter.com/USAJOBS
https://www.youtube.com/user/usajobsapp
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/preference/
https://www.usajobs.gov/Help/legal-and-regulatory-guidance/
https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
http://www.usa.gov/
https://www.usajobs.gov/Help/
https://www.usajobs.gov/Help/About/
https://www.usajobs.gov/Help/faq/
https://www.usajobs.gov/Help/Get-Started/
https://www.usajobs.gov/Help/how-to/
https://www.usajobs.gov/Help/working-in-government
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is located in the O�ice of General Counsel in Washington, DC.   

For more information on this o�ice, visit their website: https://www.epa.gov/aboutepa/about-
o�ice-general-counsel-ogc  

If selected, you must work at the location stated in this announcement.

Except in special circumstances, those new to the federal government will be hired at the
starting salary (step 1) of the applicable grade range listed above.

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 05/10/2019 to 05/16/2019

Salary
$69,581 - $108,422 per year

Pay scale & grade
GS 11 - 12

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/533207200
https://www.epa.gov/aboutepa/about-office-general-counsel-ogc
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Location
1 vacancy in the following location:

Washington, DC

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Not required

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

Announcement number
RTP-OGC-DE-2019-0003

Control number
533207200

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
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T H I S  J O B  I S  O P E N  T O

Career transition (CTAP, ICTAP, RPL)
Federal employees who meet the definition of a "surplus" or "displaced" employee.

The public
U.S. Citizens, Nationals or those who owe allegiance to the U.S.

Clarification from the agency
U.S. Citizens

 Help

Duties
You will: 

- Perform legal research of relevant statutes, case law, legislative history, regulations, and
governing policy, and prepare legal memoranda or other summaries of researched issues. 

- Assist General Counsel and Deputy General Counsels on administrative and judicial cases,
including review, analysis, and preparation of motions to be filed. 

- Gather and analyze factual data related to litigation or other legal matters in order to support
litigation and administrative proceedings, or to respond to legal and technical questions.

- Perform document organization, management, and retrieval in cases and administrative
matters, including maintenance of litigation databases. 

- Serve as Freedom of Information Act (FOIA) coordinator for the o�ice, to include
comprehensive support for FOIA document searches and review. 

When entering a Federal job at a grade level lower than the highest promotion potential level,
you may be promoted to more complex duties and work more independently, as your career
progresses.

 Help

Requirements
Conditions of Employment

 Help

https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/#transition
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/public/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
https://www.usajobs.gov/Help/how-to/job-announcement/duties/
https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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• If you are selected, a pre-employment background check is required.

• You must submit resume and required documents (see How to Apply section).

• You must be a U.S. citizen.

• You may be required to travel 1 to 5 days per month.

This position is designated as Low Risk and requires a background investigation. Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation. 

If you are selected, you must complete a one year probationary period.

Qualifications

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as
described below: 

To qualify for the GS-11 level, you need to have at least one year of full-time experience
equivalent to the GS-09 level defined as providing support for litigation before courts and/or
administrative tribunals including researching legal precedents, assisting in dra�ing briefs or
other legal documents or submissions OR managing a variety of logistical tasks related to
litigation, such as e-discovery and organizing case files - OR Ph.D. or equivalent doctoral degree;
or 3 full years of progressively higher level graduate education leading to such a degree; or LL.M.,
in an academic discipline related to this position. 

To qualify for the GS-12 level, you need to have at least one year of full time experience
equivalent to the GS-11 level defined as providing support for litigation before courts and/or
administrative tribunals including researching legal precedents, assisting in dra�ing briefs or
other legal documents or submissions, assisting in addressing discovery, including using
electronic litigation so�ware for discovery, and managing a variety of logistical tasks related to
litigation, such as organizing case files.

Your answers to the on-line assessment will be used to evaluate your competencies in the
following areas:  1) Ability to research and interpret statutes, case law, legislative history,
regulations, and/or policy; 2) Skill in written communication; 3) Ability to prepare court filings;
4) Ability to gather and/or analyze data related to legal issues; 5) Ability to review and synthesize
case information; 6) Knowledge of record management procedures; 7) Skill in using electronic
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databases, such as Relativity, Freedom of Information Act (FOIA) online, and Courtlink/PACER; 8)
Skill in oral communication. 

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional; philanthropic; religious; spiritual; community, student, social). Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment. You will receive credit for all qualifying
experience, including volunteer experience.

Additional information

Read more

Benefits

Earth Day is every day at EPA!  At EPA, you can protect human health and the environment of all
Americans, and you’ll discover that EPA is one great place to work!  We o�er great benefits and
work flexibilities, and our diverse workforce connects to more than just a career--we share a

i l h l hi i Di h i i

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements. Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section. 

If you meet basic qualification requirements, your application will be further evaluated based on
your answers to the online assessment. Your responses to the online assessment will be used to
measure the degree to which your background matches the requirements for the position. You
are being evaluated under the category rating method which means, if you are determined to be
qualified, you will be placed into the 'Best Qualified', 'Well Qualified', or 'Qualified' category. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire. If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job. We will evaluate your qualifications and eligibility and notify you if you meet minimum
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qualification requirements. If you are referred for consideration, you may be subject to
additional assessments. 

NOTE: We do not require a separate statement responding to the competencies, also referred to
as Knowledges, Skills, and Abilities (KSAs). However, your resume should clearly show
possession of these competencies.  
To preview questions please click here.

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to be submitted online: 

--Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and
specific.  We may not make assumptions regarding your experience. 
--Responses to the online assessment questionnaire (you must complete this online - it is not a
document you need to upload). 
--College transcripts - if qualifying for this position based on education or a combination of
experience and education, you are required to submit either uno�icial transcripts or a list of
courses that includes school(s) attended, school address, course title, grades earned,
completion dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of
service), VA letter stating overall/combined disability rating (percentage), and SF-15, if
applicable; active duty service members:  submit certification from the armed forces
documenting active duty dates, expected discharge/release date, campaign medals/badges,
and character of service (a certification is any written document from the armed forces that
certifies you are expected to be discharged/released from active duty service in the armed forces
under honorable conditions within 120 days a�er you submit the certification). 

 Help

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=64162
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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--Displaced Federal employees under ICTAP/CTAP:  copy of your most recent performance
appraisal, proof of eligibility, and your most current SF-50 noting position, grade level, tenure,
and duty station. 

Additional information can be found on our website:  EPA Announcement Policies and
Procedures.

If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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Next steps

Agency contact information

 Jason Holland

Phone

800-433-9633

Fax

919-541-2186

Email

holland.jason@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources Management Division  
109 T.W. Alexander Drive, MD C639-02  
Research Triangle Pk, North Carolina 27711 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent

tel:800-433-9633
mailto:holland.jason@epa.gov
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 Print

This job announcement has closed

The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

Reviewing applications

Open & closing dates
 05/10/2019 to 05/16/2019

Salary
$69,581 - $108,422 per year

Pay scale & grade
GS 11 - 12

Location
1 vacancy in the following location:

Washington, DC

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Not required

Relocation expenses reimbursed
No

Appointment type

 Help

https://www.usajobs.gov/GetJob/PrintPreview/533207200
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Return to top

Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

Announcement number
RTP-OGC-DE-2019-0003

Control number
533207200

 Account

Home

Profile

Documents

Saved jobs

Saved searches

javascript:void(0);
https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Applicant/Profile/Dashboard
https://www.usajobs.gov/Applicant/Profile/
https://www.usajobs.gov/Applicant/Document/Resumes
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
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USAJOBS is a United States O�ice of Personnel Management website.

   

EEO Policy Statement

Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Privacy Policy

USA.gov

 Help

Help center

About USAJOBS

FAQs

Get started

How to…

Working in government

https://www.opm.gov/
https://www.facebook.com/USAJOBS
https://www.linkedin.com/company/usajobs
https://twitter.com/USAJOBS
https://www.youtube.com/user/usajobsapp
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/preference/
https://www.usajobs.gov/Help/legal-and-regulatory-guidance/
https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
http://www.usa.gov/
https://www.usajobs.gov/Help/
https://www.usajobs.gov/Help/About/
https://www.usajobs.gov/Help/faq/
https://www.usajobs.gov/Help/Get-Started/
https://www.usajobs.gov/Help/how-to/
https://www.usajobs.gov/Help/working-in-government
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

-Current federal employees with competitive status; reinstatement eligibles; and candidates applying under the EPA Career Transition
Assistance Program or the Interagency Career Transition Assistance Program. 

-Veterans who are preference eligibles or who have been separated from the armed services under honorable conditions after 3-years or
more of continuous active service. 

-Applicants eligible for non-competitive appointment. 

-Public Health Service Officers. 

Other

Permanent

Permanent

About the Agency

Earth Day is every day at EPA! Come help us protect the environment!  Our diverse workforce connects to more than just a career-we share a
common passion to promote a cleaner, healthier environment.  Discover how exciting safeguarding our natural resources and protecting
human health can be.  We consistently rank as one of the top Federal agencies in which to work, with great benefits and work flexibilities.
 Find yourself at EPA.   

  

This position is located in Office of General Counsel, Civil Rights and Finance Law Office, Washington, DC.   
For more information on this office, visit their website:   
http://intranet.epa.gov/ogc

No

No

Back to top

Duties

You will: 
- Perform legal research and prepare legal memoranda or other summaries; 
- Assist attorneys on cases by drafting replies to case-related correspondence and coordinate reviews of proposed drafts; 

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

RTP-OGC-MP-2016-0002

Environmental Protection Agency

Paralegal Specialist

12/28/2015 - 01/19/2016

Format MM/DD/YYYY

GS - 0950 11/12

USD $63,722 - USD $99,296

Full-time - Full-time

GS-12

No

Pam Gaines 
919-541-5319 
gaines.pamala@epa.gov

1 in Washington DC, DC, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=59823&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=59823&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=59823&orgId=1
http://www.epa.gov/
http://intranet.epa.gov/ogc
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits URL:

Agency Benefits:

Other Information:

- Gather, analyze, and prepare data on legal claims to be used to support administrative proceedings and civil litigation; 
- Review and organize legal and administrative records; 
- Assist in preparing witnesses for deposition and/or trial. 

When entering a Federal job at a grade level lower than the highest promotion potential level, you may be promoted to more complex duties and work more independently, as your
career progresses.

Back to top

Qualifications and Evaluations

This position is designated as Low Risk and requires a background investigation. Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation. 

  

You must meet time in grade requirements no later than 30 calendar days after the closing date of this announcement.

If you are selected, a pre-employment background check is required.
You must submit resume and required documents(See How to Apply)
You may be required to travel 1 to 5 days per month.

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
 However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-11 level, you need to have at least one year of full time experience defined as: Analyzing legal issues; OR Assisting in
legal research by analyzing records, case reports, and/or legal documents. 

- OR Ph.D. or equivalent doctoral degree; or 3 full years of progressively higher level graduate education leading to such a degree; or LL.M.,
in any academic discipline. 

To qualify for the GS-12 level, you need to have at least one year of full time experience defined as: Analyzing legal issues and reporting
results; Assisting in conducting legal research, and assisting attorneys on litigation cases. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas:  1) Ability to research and interpret
statutes, case law, legislative history, regulations and/or policy; 2) Skill in written communication; 3) Ability to prepare legal exhibits; 4) Ability
to gather and/or analyze data related to legal issues; 5) Knowledge of record management procedures; 6) Skill in oral communication.

Back to top

Benefits and Other Info

Review our Benefits

Join EPA in protecting human health and the environment and enjoy many work life quality options! Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System. To learn more about us, visit Life and Careers at EPA.

Position has portable work and selectee may be eligible to telework. 

 Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional
information:  http://www.epa.gov/careers/evapr.html 
 EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information:  http://www.epa.gov/careers/evapr.html 

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

 This position is in the bargaining unit. 

 If you have part-time work experience, read this:  (http://www.epa.gov/careers/evapr.html) 

 If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility.

https://help.usajobs.gov/index.php/Pay_and_Benefits
http://www.epa.gov/careers/
http://www.epa.gov/careers/evapr.html
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How to Apply:

Required Documents:

Next Steps:

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.  To be considered, you must submit a complete application package by
11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement.  You must provide complete application materials by the closing date of this announcement. 

For detailed instructions to assist you in ensuring your application package is received, go to http://www.epa.gov/careers/evapr.html

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   
--Responses to the on-line assessment questionnaire. 
--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy, VA Letter, and SF-15, if applicable; active duty military submit statement of
service from commanding officer documenting dates of active duty and any campaign medals/badges; include character of service. 
--Displaced Federal employees under ICTAP/CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 
--Current and Former Federal Employees: You are required to submit a Notification of Personnel Action (SF-50) indicating your status
eligibility.  This SF-50 should include your Position Title, Pay Plan, Occupational Code, and Grade or Level.  If you are a current
temporary/term employee who previously held a status Federal position, you need to submit your SF-50 which shows your eligibility to be
considered.  If your eligibility for consideration cannot be determined, your application will be rated ineligible. 
--Current EPA Employees:  You are encouraged to submit a Notification of Personnel Action (SF-50).  If you fail to provide an SF-50, we will
access your Federal employment records in e-OPF to verify your eligibility to be considered. If your eligibility for consideration cannot be
determined, your application will be rated ineligible. 
--If you are applying for a noncompetitive appointment, you'll need to submit additional documents to prove your eligibility to apply to this
vacancy announcement.  If you want to learn more about noncompetitive appointments, visit OPM's web
site: http://www.opm.gov/employ/students/fedhire.asp#authorities   

If you want to know more about submitting documentation to our office, visit EPA's web site: http://www.epa.gov/careers/evapr.html

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required. Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://www.epa.gov/careers/evapr.html
http://www.opm.gov/employ/students/fedhire.asp#authorities
http://www.epa.gov/careers/evapr.html
http://www.monstergovernmentsolutions.com/
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

Vacancy Details

VIEW ELIGIBILITY QUESTIONS  VIEW VACANCY QUESTIONS  PRINT VACANCY

About

Overview

-Current federal employees with competitive status; reinstatement eligibles; and candidates applying under the EPA Career Transition
Assistance Program or the Interagency Career Transition Assistance Program. 

-Veterans who are preference eligibles or who have been separated from the armed services under honorable conditions after 3-years or
more of continuous active service. 

-Applicants eligible for non-competitive appointment. 

-Public Health Service Officers.

Other

Permanent

Permanent

About the Agency

Earth Day is every day at EPA!  At EPA, you can protect human health and the environment of all Americans, and you’ll discover that EPA is
one great place to work!  We offer great benefits and work flexibilities, and our diverse workforce connects to more than just a career--we
share a common passion to promote a cleaner, healthier environment.  Discover how exciting safeguarding our natural resources and
protecting human health can be.  Find yourself at EPA. 

This position is located in the Office of General Counsel, General Law Office, Washington, DC. For more information on this office, visit their
website: https://www.epa.gov/aboutepa/about-office-general-counsel-ogc 

Except in special circumstances, those new to the federal government will be hired at the starting salary (step 1) of the applicable grade range
listed above.

No

No

Back to top

Duties

You will: 

- Perform legal research and prepare legal memoranda or other summaries; 
- Assist attorneys on cases (both administrative proceedings and civil litigation) and prepare draft responses to case-related items or correspondence and coordinate review of

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

RTP-OGC-MP-2016-0006

Environmental Protection Agency

Paralegal Specialist

08/24/2016 - 08/30/2016

Format MM/DD/YYYY

GS - 0950 11/12

USD $64,650 - USD $100,736

Full-time - Full-time

GS-12

No

Cheryl Ashley 
800-433-9633 
ashley.cheryl@epa.gov

1 in Washington DC, DC, US

https://jobs.monstergovt.com/epa/vacancy/previewEligibilityQuestions.hms?_ref=vtzpdtfnpt0&jnum=60659&orgId=1
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?_ref=vtzpdtfnpt0&jnum=60659&orgId=1
https://jobs.monstergovt.com/epa/vacancy/preview!printVacancy.hms?_ref=vtzpdtfnpt0&popup=true&jnum=60659&orgId=1
http://www.epa.gov/
https://www.epa.gov/aboutepa/about-office-general-counsel-ogc
http://www.epa.gov/
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits URL:

Agency Benefits:

Other Information:

proposed drafts; 
- Gather and analyze data related to legal claims in administrative proceedings and civil litigation; 
- Perform document organization, management, and retrieval in cases and administrative matters; 
- Assist in preparing discovery and witnesses for deposition and/or trial. 

When entering a Federal job at a grade level lower than the highest promotion potential level, you may be promoted to more complex duties and work more independently as your
career progresses.

Back to top

Qualifications and Evaluations

This position is designated as Low Risk and requires a background investigation. Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation. 

You must meet time in grade requirements no later than 30 calendar days after the closing date of this announcement.

If you are selected, a pre-employment background check is required.
You must submit resume and required documents(See How to Apply)
You may be required to travel 1 to 5 days per month.

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities (KSAs).
However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-11 level, you need to have at least one year of full time experience equivalent to the GS-09 level defined as: Providing
support for litigation before courts and/or administrative tribunals including researching legal precedents, assisting in drafting briefs or other
legal documents or submissions, and managing a variety of logistical tasks related to litigation, such as e-discovery and organizing case files.
OR Ph.D. or equivalent doctoral degree; or 3 full years of progressively higher level graduate education leading to such a degree; or LL.M., in
any academic discipline. 

To qualify for the GS-12 level, you need to have at least one year of full time experience equivalent to the GS-11 level defined as: Providing
support for litigation before courts and/or administrative tribunals including researching legal precedents, assisting in drafting briefs or other
legal documents or submissions, assisting in addressing discovery, including using electronic litigation software for discovery, and managing a
variety of logistical tasks related to litigation, such as organizing case files. 
  
Your answers to the on-line assessment will be used to evaluate your competencies in the following areas: 1) Ability to research and interpret
statutes, case law, legislative history, regulations, and/or policy; 2) Skill in written communication; 3) Ability to prepare legal exhibits; 4) Ability
to gather and/or analyze data related to legal issues; 5) Ability to review and synthesize case information; 6) Knowledge of record
management procedures; 7) Skill in using electronic databases, such as Relativity, FOIAonline, or another e-discovery tool; 8) Skill in oral
communication. 

Experience refers to paid and unpaid experience, including volunteer work done through National Service programs (e.g., Peace Corps,
AmeriCorps) and other organizations (e.g., professional; philanthropic; religious; spiritual; community, student, social). Volunteer work helps
build critical competencies, knowledge, and skills and can provide valuable training and experience that translates directly to paid
employment. You will receive credit for all qualifying experience, including volunteer experience.

Back to top

Benefits and Other Info

Review our Benefits

Join EPA in protecting human health and the environment and enjoy many work life quality options!  Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System.  To learn more about us, visit Life and Careers at EPA.

Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional information:
http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures 

EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information: http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures 

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

https://help.usajobs.gov/index.php/Pay_and_Benefits
http://www.epa.gov/careers/
http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures
http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures
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How to Apply:

Required Documents:

Next Steps:

If you have part-time work experience, read this http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures 

If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility. 

It is the policy of the Government not to deny employment simply because an individual has been unemployed or has had financial difficulties
that have arisen through no fault of the individual.  Information about an individual’s employment experience will be used only to determine the
person’s qualifications and to assess his or her relative level of knowledge, skills, and abilities.  Although an individual’s personal conduct may
be relevant in any employment decision, including conduct during periods of unemployment or evidence of dishonesty in handling financial
matters, financial difficulty that has arisen through no fault of the individual will generally not itself be the basis of an unfavorable suitability or
fitness determination.  For more information, visit https://hru.gov/Studio_Recruitment/tools/Mythbuster_on_Federal_Hiring_Policies.pdf . 

Position has portable work and selectee may be eligible to telework. 

This position is not in the bargaining unit.

Back to top

How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.  To be considered, you must submit a complete application package by
11:59 PM Eastern time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJobs document portfolio feature. 

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement.  You must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to http://www.epa.gov/careers/epa-job-vacancy-
announcements-policies-and-procedures

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   
--Responses to the on-line assessment questionnaire. 
--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of service), VA letter stating overall/combined
disability rating (percentage), and SF-15, if applicable; active duty service members: submit certification from the armed forces documenting
active duty dates, expected discharge/release date, campaign medals/badges, and character of service (a certification is any written
document from the armed forces that certifies you are expected to be discharged/released from active duty service in the armed forces under
honorable conditions within 120 days after you submit the certification). 
--Displaced Federal employees under ICTAP/CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 
--Current and Former Federal Employees: You are required to submit a Notification of Personnel Action (SF-50) indicating your status
eligibility.  This SF-50 should include your Position Title, Pay Plan, Occupational Code, and Grade or Level.  If you are a current
temporary/term employee who previously held a status Federal position, you need to submit your SF-50 which shows your eligibility to be
considered.  If your eligibility for consideration cannot be determined, your application will be rated ineligible. 
--Current EPA Employees: You are encouraged to submit a Notification of Personnel Action (SF-50).  If you fail to provide an SF-50, we will
access your Federal employment records in eOPF to verify your eligibility to be considered.  If your eligibility for consideration cannot be
determined, your application will be rated ineligible. 
--If you are applying for a noncompetitive appointment, you'll need to submit additional documents to prove your eligibility to apply to this
vacancy announcement.  If you want to learn more about noncompetitive appointments, visit OPM's web site:
http://www.opm.gov/employ/students/fedhire.asp#authorities 

If you want to know more about submitting documentation to our office, visit EPA's web site: http://www.epa.gov/careers/epa-job-vacancy-
announcements-policies-and-procedures

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required.  Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

https://jobs.monstergovt.com/epa/vacancy/(http:/www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures)?_ref=vtzpdtfnpt0
https://hru.gov/Studio_Recruitment/tools/Mythbuster_on_Federal_Hiring_Policies.pdf
http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures
http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures
http://www.monstergovernmentsolutions.com/
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others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).
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Who May Apply/Clarification
From the Agency:

Security Clearance Required:

Appointment Type

Appointment Type Details:

Marketing:

Summary:

Supervisory Position:

Relocation Expenses
Reimbursed:

"RTP-OGC-MP-2016-0007" Vacancy Details
About

Overview
-Current federal employees with competitive status; reinstatement eligibles; and candidates applying under the EPA Career Transition
Assistance Program or the Interagency Career Transition Assistance Program. 

-Veterans who are preference eligibles or who have been separated from the armed services under honorable conditions after 3-years or
more of continuous active service. 

-Applicants eligible for non-competitive appointment. 

-Public Health Service Officers. 

Other

Permanent

Permanent

About the Agency

Earth Day is every day at EPA! Come help us protect the environment!  Our diverse workforce connects to more than just a career-we share a
common passion to promote a cleaner, healthier environment.  Discover how exciting safeguarding our natural resources and protecting
human health can be.  We consistently rank as one of the top Federal agencies in which to work, with great benefits and work flexibilities.
Find yourself at EPA.   

This position is located in Office of General Counsel, Civil Rights and Finance Law Office, Washington, DC.   
For more information on this office, visit their website: http://intranet.epa.gov/ogc 

Except in special circumstances, those new to the federal government will be hired at the starting salary (step 1) of the applicable grade range
listed above.

No

No

Back to top
Duties
Working in diverse areas of law, including contracts, grants, claims, property, appropriations, civil rights, and equal employment opportunity, you will:

- Perform legal research and prepare legal memoranda or other summaries; 

- Assist attorneys on cases by drafting replies to case-related correspondence and coordinate reviews of proposed drafts; 

- Gather, analyze, and prepare data on legal claims to be used to support administrative proceedings and civil litigation; 

- Review and organize legal and administrative records; 

- Assist in preparing witnesses for deposition and/or trial. 

Announcement Number:

Hiring Agency:

Position Title:

Open Period:

Series/Grade:

Salary:

Work Schedule:

Promotion Potential:

Duty Location(s):

Telework Eligible:

For More Info:

RTP-OGC-MP-2016-0007

Environmental Protection Agency

Paralegal Specialist

10/27/2016 - 11/17/2016

Format MM/DD/YYYY

GS - 0950 11

USD $64,650 - USD $84,044

Full-time - Full-time

GS-12

No

Pam Gaines 
919-541-5319 
gaines.pamala@epa.gov

1 in Washington DC, DC, US

http://www.epa.gov/
http://intranet.epa.gov/ogc
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Requirements:

Key Requirements:

Education Requirements:

Evaluations:

Qualifications:

Benefits URL:

Agency Benefits:

Other Information:

How to Apply:

When entering a Federal job at a grade level lower than the highest promotion potential level, you may be promoted to more complex duties and work more independently, as your
career progresses.

Back to top
Qualifications and Evaluations

This position is designated as Low Risk and requires a background investigation. Unless an appropriate background investigation is already
on record with the Office of Personnel Management, you must undergo a background investigation. 

  

You must meet time in grade requirements no later than 30 calendar days after the closing date of this announcement.

If you are selected, a pre-employment background check is required.
You must submit resume and required documents(See How to Apply)
You may be required to travel 1 to 5 days per month.

We will review your resume and required documents to ensure you meet the basic qualification requirements. Your resume must address the
knowledge, skills, and abilities listed in the Qualifications Section. If you meet basic qualification requirements, your application will be further
evaluated based on your answers to the on-line assessment. Your responses to the on-line assessment will be used to measure the degree to
which your background matches the requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the assessment questionnaire. If you rate yourself higher
than is supported by your application materials, your responses may be adjusted and/or you may be excluded from consideration for this job.
We will evaluate your qualifications and eligibility and notify you if you meet minimum qualification requirements. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to as Knowledge, Skills and Abilities
(KSAs).                                However, your resume should clearly show possession of these competencies.

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as described below: 

To qualify for the GS-11 level, you need to have at least one year of full time experience defined as: Analyzing legal issues; OR Assisting in
legal research by analyzing records, case reports, and/or legal documents. 

- OR Ph.D. or equivalent doctoral degree; or 3 full years of progressively higher level graduate education leading to such a degree; or LL.M.,
in any academic discipline. 

Your answers to the on-line assessment will be used to evaluate your competencies in the following areas:  1) Ability to research and interpret
statutes, case law, legislative history, regulations and/or policy; 2) Skill in written communication; 3) Ability to prepare legal exhibits; 4) Ability
to gather and/or analyze data related to legal issues; 5) Knowledge of record management procedures; 6) Skill in oral communication.

Back to top
Benefits and Other Info

Review our Benefits

Join EPA in protecting human health and the environment and enjoy many work life quality options! Working for the EPA offers you a
comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in
the Federal Employees Retirement System. To learn more about us, visit Life and Careers at EPA.

Position has portable work and selectee may be eligible to telework. 

 Are you a Displaced Federal Employee?  If so, please read the Required Documents and visit the EPA website for additional
information:  http://www.epa.gov/careers/evapr.html 
 EPA participates in e-Verify.  E-Verify is an Internet based system operated by the Department of Homeland Security (DHS) in partnership
with the Social Security Administration (SSA) that enables participating employers to electronically verify the employment eligibility of their
newly hired employees. For additional information:  http://www.epa.gov/careers/evapr.html 

This information is used to determine your qualifications for employment.  The use of this information is authorized under Title 5 USC,
Sections 3302 and 3361. 

 This position is in the bargaining unit. 

 If you have part-time work experience, read this:  (http://www.epa.gov/careers/evapr.html) 

 If you are selected, travel, transportation, and relocation expenses will not be paid by EPA.  Any travel, transportation, and relocation
expenses associated with reporting to work in this position will be your responsibility.

Back to top
How to Apply

You are strongly encouraged to read the entire announcement before you submit your application for this position. 

To begin the application process, click the Apply On-line button to the right on this screen, follow the prompts to log-in/register, submit all
required documents, and complete the assessment questionnaire.  To be considered, you must submit a complete application package by
11:59 PM Eastern time on the closing date of this announcement. 

All required supporting documents will be collected electronically via the USA Jobs document portfolio feature. 

https://help.usajobs.gov/index.php/Pay_and_Benefits
http://www.epa.gov/careers/
http://www.epa.gov/careers/evapr.html
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Required Documents:

Next Steps:

If you cannot apply on-line, you must contact the Human Resources Office listed to the right for assistance no later than three business days
prior to the closing date of this announcement.  You must provide complete application materials by the closing date of this announcement. 

For detailed instructions to assist you in ensuring your application package is received, go to http://www.epa.gov/careers/evapr.html

Documents to be submitted on-line: 

--Resume clearly stating your experience related to this position as described in the Duties Section and Qualifications Required Section.  In
describing your experience, you need to be clear and specific.  We may not make assumptions regarding your experience.   
--Responses to the on-line assessment questionnaire. 
--College transcripts - if qualifying for this position based on education or a combination of experience and education, you are required to
submit either unofficial transcripts or a list of courses that includes school(s) attended, school address, course title, grades earned, completion
dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy, VA Letter, and SF-15, if applicable; active duty military submit statement of
service from commanding officer documenting dates of active duty and any campaign medals/badges; include character of service. 
--Displaced Federal employees under ICTAP/CTAP - copy of your most recent performance appraisal, proof of eligibility, and your most
current SF-50 noting position, grade level, tenure, and duty station. 
--Current and Former Federal Employees: You are required to submit a Notification of Personnel Action (SF-50) indicating your status
eligibility.  This SF-50 should include your Position Title, Pay Plan, Occupational Code, and Grade or Level.  If you are a current
temporary/term employee who previously held a status Federal position, you need to submit your SF-50 which shows your eligibility to be
considered.  If your eligibility for consideration cannot be determined, your application will be rated ineligible. 
--Current EPA Employees:  You are encouraged to submit a Notification of Personnel Action (SF-50).  If you fail to provide an SF-50, we will
access your Federal employment records in e-OPF to verify your eligibility to be considered. If your eligibility for consideration cannot be
determined, your application will be rated ineligible. 
--If you are applying for a noncompetitive appointment, you'll need to submit additional documents to prove your eligibility to apply to this
vacancy announcement.  If you want to learn more about noncompetitive appointments, visit OPM's web
site: http://www.opm.gov/employ/students/fedhire.asp#authorities   

If you want to know more about submitting documentation to our office, visit EPA's web site: http://www.epa.gov/careers/evapr.html

You can track the progress of your application package via your USAJobs account.  You will receive an acknowledgement from USAJobs that
your submission was successful, once we have received your on-line occupational questionnaire, resume and any supporting documentation.
 You will be notified of the status of your application via your USAJobs Account after we conduct a qualification review of your complete
application package.  You will be contacted if further evaluation or interviews are required. Any exaggeration of your experience, false
statements, or attempt to conceal information may disqualify you for employment consideration.  We may verify all information you provide in
your resume and questionnaire responses, through reference and/or background check, and/or verification of your education.  If you are
selected, you will be contacted personally by the human resources office posting this announcement.

Back to top

This is a Federal job application system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds for not
hiring, for disbarment from Federal employment, or for dismissal after the applicant begins work. Falsifying a Federal job application, attempting to violate the privacy of

others, or attempting to compromise the operation of this system may be punishable by fine or imprisonment (US Code, Title 18, section 1001).

http://www.epa.gov/careers/evapr.html
http://www.opm.gov/employ/students/fedhire.asp#authorities
http://www.epa.gov/careers/evapr.html
http://www.monstergovernmentsolutions.com/
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is located in the O�ice of General Counsel in Washington, DC.   

For more information on this o�ice, visit their website: https://www.epa.gov/aboutepa/about-
o�ice-general-counsel-ogc  

If selected, you must work at the location stated in this announcement.

Except in special circumstances, those new to the federal government will be hired at the
starting salary (step 1) of the applicable grade range listed above.

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 05/10/2019 to 05/31/2019

Salary
$69,581 - $108,422 per year

Pay scale & grade
GS 11 - 12

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/533208000
https://www.epa.gov/aboutepa/about-office-general-counsel-ogc
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Location
1 vacancy in the following location:

Washington, DC

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Not required

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
12

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

Announcement number
RTP-OGC-MP-2019-0010

Control number
533208000

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
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T H I S  J O B  I S  O P E N  T O

Individuals with disabilities

Federal employees - Competitive service
Current or former competitive service federal employees.

Career transition (CTAP, ICTAP, RPL)
Federal employees who meet the definition of a "surplus" or "displaced" employee.

Military spouses

Peace Corps & AmeriCorps Vista

Special authorities
Individuals eligible under a special authority not listed above, but defined in the federal hiring
regulations.

Veterans

Clarification from the agency
-Current federal employees with competitive status; reinstatement eligibles; and ICTAP or
EPA CTAP eligibles. -Veterans who are preference eligibles or who have been separated from
the armed services under honorable conditions a�er 3 years or more of continuous active
service (VEOA). -Applicants eligible for non-competitive appointment (e.g., Schedule A,
Peace Corps). -Public Health Service O�icers.

 Help

Duties
You will: 

- Perform legal research of relevant statutes, case law, legislative history, regulations, and
governing policy, and prepare legal memoranda or other summaries of researched issues. 

- Assist General Counsel and Deputy General Counsels on administrative and judicial cases,
including review, analysis, and preparation of motions to be filed. 

 Help

https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/individuals-with-disabilities/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/#transition
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/military-spouses/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/peace-corps/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/special-authorities
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
https://www.usajobs.gov/Help/how-to/job-announcement/duties/
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- Gather and analyze factual data related to litigation or other legal matters in order to support
litigation and administrative proceedings, or to respond to legal and technical questions.

- Perform document organization, management, and retrieval in cases and administrative
matters, including maintenance of litigation databases. 

- Serve as Freedom of Information Act (FOIA) coordinator for the o�ice, to include
comprehensive support for FOIA document searches and review. 

When entering a Federal job at a grade level lower than the highest promotion potential level,
you may be promoted to more complex duties and work more independently, as your career
progresses.

Requirements
Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must submit resume and required documents (see How to Apply section).

• You may be required to travel 1 to 5 days per month.

This position is designated as Low Risk and requires a background investigation. Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation. 

You must meet time in grade requirements no later than 30 calendar days a�er the closing date
of this announcement.

Qualifications

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as
described below: 

To qualify for the GS-11 level, you need to have at least one year of full-time experience
equivalent to the GS-09 level defined as providing support for litigation before courts and/or
administrative tribunals including researching legal precedents, assisting in dra�ing briefs or
other legal documents or submissions OR managing a variety of logistical tasks related to

 Help

https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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litigation, such as e-discovery and organizing case files - OR Ph.D. or equivalent doctoral degree;
or 3 full years of progressively higher level graduate education leading to such a degree; or LL.M.,
in an academic discipline related to this position. 

To qualify for the GS-12 level, you need to have at least one year of full time experience
equivalent to the GS-11 level defined as providing support for litigation before courts and/or
administrative tribunals including researching legal precedents, assisting in dra�ing briefs or
other legal documents or submissions, assisting in addressing discovery, including using
electronic litigation so�ware for discovery, and managing a variety of logistical tasks related to
litigation, such as organizing case files.

Your answers to the on-line assessment will be used to evaluate your competencies in the
following areas:  1) Ability to research and interpret statutes, case law, legislative history,
regulations, and/or policy; 2) Skill in written communication; 3) Ability to prepare court filings;
4) Ability to gather and/or analyze data related to legal issues; 5) Ability to review and synthesize
case information; 6) Knowledge of record management procedures; 7) Skill in using electronic
databases, such as Relativity, Freedom of Information Act (FOIA) online, and Courtlink/PACER; 8)
Skill in oral communication. 

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional; philanthropic; religious; spiritual; community, student, social). Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment. You will receive credit for all qualifying
experience, including volunteer experience.

Additional information

Read more

Benefits

Earth Day is every day at EPA!  At EPA, you can protect human health and the environment of all
Americans, and you’ll discover that EPA is one great place to work!  We o�er great benefits and
work flexibilities, and our diverse workforce connects to more than just a career--we share a

l h l h h

How You Will Be Evaluated
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You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position and an applicable score assigned. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements.  If you are referred for consideration, you may be subject to
additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to
as Knowledge, Skills, and Abilities (KSAs).  However, your resume should clearly show
possession of these competencies.

To preview questions please click here.

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to be submitted online: 

--Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and

 Help

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=64185
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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specific.  We may not make assumptions regarding your experience. 
--Responses to the online assessment questionnaire (you must complete this online - it is not a
document you need to upload).   
--College transcripts - if qualifying for this position based on education or a combination of
experience and education, you are required to submit either uno�icial transcripts or a list of
courses that includes school(s) attended, school address, course title, grades earned,
completion dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of
service), VA letter stating overall/combined disability rating (percentage), and SF-15, if
applicable; active duty service members:  submit certification from the armed forces
documenting active duty dates, expected discharge/release date, campaign medals/badges,
and character of service (a certification is any written document from the armed forces that
certifies you are expected to be discharged/released from active duty service in the armed forces
under honorable conditions within 120 days a�er you submit the certification). 
--Displaced Federal employees under ICTAP/CTAP:  copy of your most recent performance
appraisal, proof of eligibility, and your most current SF-50 noting position, grade level, tenure,
and duty station. 
--Current and Former Federal Employees:  You are required to submit a Notification of Personnel
Action (SF-50) indicating your status eligibility.  This SF-50 should include your Position Title,
Pay Plan, Occupational Code, and Grade or Level.  If you are a current temporary/term employee
who previously held a status Federal position, you need to submit your SF-50 which shows your
eligibility to be considered.  If your eligibility for consideration cannot be determined, your
application will be rated ineligible. 
--Current EPA Employees:  You are encouraged to submit a Notification of Personnel Action (SF-
50).  If you fail to provide an SF-50, we will access your Federal employment records in eOPF to
verify your eligibility to be considered.  If your eligibility for consideration cannot be determined,
your application will be rated ineligible. 
--If you are applying for a noncompetitive appointment, you'll need to submit additional
documents to prove your eligibility to apply to this vacancy announcement.  If you want to learn
more about noncompetitive appointments, visit OPM's website:  Special Appointment
Authorities

. 

If you want to know more about submitting documentation to our o�ice, visit EPA's website:   

EPA Announcement Policies and Procedures

. 

https://www.opm.gov/FAQs/QA.aspx?fid=de14aff4-4f77-4e17-afaa-fa109430fc7b&pid=8f814f58-3b23-4ad2-a246-1f620c32f61a
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

Agency contact information

 Jason Holland

Phone

800-433-9633

http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
tel:800-433-9633
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Next steps

Fax

919-541-2186

Email

holland.jason@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources Management Division  
109 T.W. Alexander Drive, MD C639-02  
Research Triangle Pk, North Carolina 27711 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period

mailto:holland.jason@epa.gov
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
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 Print

This job announcement has closed

Signature and false statements
Privacy Act
Social security number request

Reviewing applications

Open & closing dates
 05/10/2019 to 05/31/2019

Salary
$69,581 - $108,422 per year

Pay scale & grade
GS 11 - 12

Location
1 vacancy in the following location:

Washington, DC

Telework eligible
Yes—as determined by the agency policy.

Travel Required
Not required

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
12

 Help

https://www.usajobs.gov/GetJob/PrintPreview/533208000
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Return to top

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

Announcement number
RTP-OGC-MP-2019-0010

Control number
533208000

 Account

Home

Profile

Documents

Saved jobs

Saved searches

 Help

Help center

About USAJOBS

FAQs

Get started

How to…

javascript:void(0);
https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Applicant/Profile/Dashboard
https://www.usajobs.gov/Applicant/Profile/
https://www.usajobs.gov/Applicant/Document/Resumes
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
https://www.usajobs.gov/Help/
https://www.usajobs.gov/Help/About/
https://www.usajobs.gov/Help/faq/
https://www.usajobs.gov/Help/Get-Started/
https://www.usajobs.gov/Help/how-to/
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USAJOBS is a United States O�ice of Personnel Management website.

   

EEO Policy Statement

Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Privacy Policy

USA.gov

Working in government

https://www.opm.gov/
https://www.facebook.com/USAJOBS
https://www.linkedin.com/company/usajobs
https://twitter.com/USAJOBS
https://www.youtube.com/user/usajobsapp
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/preference/
https://www.usajobs.gov/Help/legal-and-regulatory-guidance/
https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
http://www.usa.gov/
https://www.usajobs.gov/Help/working-in-government
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is located in Region 1, O�ice of Regional Counsel, Boston, MA.  For more
information on this o�ice, visit their website: https://www.epa.gov/aboutepa/epa-region-1-new-
england 

If selected, you must work at the location stated in this announcement.

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 09/26/2018 to 10/17/2018

Salary
$55,909 - $72,683 per year

Pay scale & grade
GS 09

Location
1 vacancy in the following location:

Boston, MA

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/512043600
https://www.epa.gov/aboutepa/epa-region-1-new-england
https://www.usajobs.gov/Help/how-to/job-announcement/locations
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Telework eligible
Yes—as determined by the agency policy.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
11

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Announcement number
RTP-R1-DE-2018-0009

Control number
512043600

T H I S  J O B  I S  O P E N  T O

Career transition (CTAP, ICTAP, RPL)
Federal employees who meet the definition of a "surplus" or "displaced" employee.

The public
U.S. Citizens, Nationals or those who owe allegiance to the U.S.

 Help

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/federal-employees/#transition
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/public/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
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Clarification from the agency
U.S. Citizens

Duties
At the entry level of this position, you will:  
- Assist the regional sta� attorneys in preparation for administrative and civil litigation; 

- Responsible for coordinating and managing response to Freedom of Information Act (FOIA)
requests as part of the Regional FOIA team; 

- Assist with all administrative processes and electronic systems.

When entering a Federal job at a grade level lower than the highest promotion potential level,
you may be promoted to more complex duties and work more independently, as your career
progresses.

 Help

Requirements
Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must submit a resume and required documents (see How to Apply section).

• You must be a U.S. citizen.

• You may be required to travel 1 to 5 days per month.

This position is designated as Low Risk and requires a background investigation. Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation.

If you are selected, you must complete a one year probationary period.

Qualifications

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position as

 Help

https://www.usajobs.gov/Help/how-to/job-announcement/duties/
https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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described below: 

To qualify for the GS-09 level, you need to have at least one year of full-time experience
equivalent to the GS-07 level defined as assisting attorneys by preparing civil or administrative
litigation; - OR master's or equivalent graduate degree; or 2 full years of progressively higher
level graduate education leading to such a degree; or LL.B. or J.D., if related; degree in an
academic discipline related to this position. 

Your answers to the on-line assessment will be used to evaluate your competencies in the
following areas: 1) Skill in legal research and analysis; 2) Skill in written communication; 3)
Knowledge of litigation procedures, including eDiscovery processes; 4) Ability to manage
collection and reviews of records for litigation and Freedom Of Information Act (FOIA) responses;
5) Skill in records management; 6) Skill in using electronic databases such as Relativity, litigation
hold so�ware, databases, and spreadsheets; 7) Ability to work as part of a team; 8) Skill in multi-
tasking and providing customer service in a demanding environment.  

Additional information

Read more

Benefits

Earth Day is every day at EPA!  At EPA, you can protect human health and the environment of all
Americans, and you’ll discover that EPA is one great place to work!  We o�er great benefits and
work flexibilities, and our diverse workforce connects to more than just a career--we share a

l h l h h

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position.  You are being evaluated under the category rating method which
means, if you are determined to be qualified, you will be placed into the ‘Best Qualified’, ‘Well



11/29/21, 11:56 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/512043600 5/11

Qualified’, or ‘Qualified’ category. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements.  If you are referred for consideration, you may be subject to
additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to
as Knowledges, Skills, and Abilities (KSAs).  However, your resume should clearly show
possession of these competencies.

To preview questions please click here.

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to be submitted online: 

--Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and
specific.  We may not make assumptions regarding your experience.   
--Responses to the online assessment questionnaire.
--College transcripts - if qualifying for this position based on education or a combination of
experience and education, you are required to submit either uno�icial transcripts or a list of
courses that includes school(s) attended, school address, course title, grades earned,
completion dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of

 Help

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=63190
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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service), VA letter stating overall/combined disability rating (percentage), and SF-15, if
applicable; active duty service members:  submit certification from the armed forces
documenting active duty dates, expected discharge/release date, campaign medals/badges,
and character of service (a certification is any written document from the armed forces that
certifies you are expected to be discharged/released from active duty service in the armed forces
under honorable conditions within 120 days a�er you submit the certification). 
--Displaced Federal employees under ICTAP/CTAP:  copy of your most recent performance
appraisal, proof of eligibility, and your most current SF-50 noting position, grade level, tenure,
and duty station. 

Additional information can be found on our website:  EPA Announcement Policies and
Procedures.

If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
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Next steps

assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

Agency contact information

 Alison Scribben

Phone

800-433-9633

Fax

919-541-2186

Email

scribben.alison@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources Management Division  
109 T.W. Alexander Drive, MD C639-02  
Research Triangle Pk, North Carolina 27711 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
tel:800-433-9633
mailto:scribben.alison@epa.gov
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This job announcement has closed

reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

Reviewing applications

Open & closing dates
 09/26/2018 to 10/17/2018

Salary
$55,909 - $72,683 per year

Pay scale & grade
GS 09

Location
1 vacancy in the following location:

Boston, MA

Telework eligible
Yes—as determined by the agency policy.

Relocation expenses reimbursed

 Help

https://www.usajobs.gov/GetJob/PrintPreview/512043600
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Return to top

No

Appointment type
Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
11

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Other

Drug test
No

Announcement number
RTP-R1-DE-2018-0009

Control number
512043600

 Account

Home

Profile

Documents

javascript:void(0);
https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Applicant/Profile/Dashboard
https://www.usajobs.gov/Applicant/Profile/
https://www.usajobs.gov/Applicant/Document/Resumes
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USAJOBS is a United States O�ice of Personnel Management website.

   

EEO Policy Statement

Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Privacy Policy

Saved jobs

Saved searches

 Help

Help center

About USAJOBS

FAQs

Get started

How to…

Working in government

https://www.opm.gov/
https://www.facebook.com/USAJOBS
https://www.linkedin.com/company/usajobs
https://twitter.com/USAJOBS
https://www.youtube.com/user/usajobsapp
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/preference/
https://www.usajobs.gov/Help/legal-and-regulatory-guidance/
https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
https://www.usajobs.gov/Help/
https://www.usajobs.gov/Help/About/
https://www.usajobs.gov/Help/faq/
https://www.usajobs.gov/Help/Get-Started/
https://www.usajobs.gov/Help/how-to/
https://www.usajobs.gov/Help/working-in-government
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USA.gov

http://www.usa.gov/
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is located in Region 1, O�ice of Regional Counsel, Legal Enforcement Branch, SF
and Site Remediation legal Enforcement Section, in Boston, MA.

For more information on this o�ice, visit their website: https://www.epa.gov/aboutepa/epa-
region-1-new-england. 

If selected, you must work at the location stated in this announcement.

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 05/22/2019 to 06/05/2019

Salary
$57,043 - $74,152 per year

Pay scale & grade
GS 09

Location
1 vacancy in the following location:

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/534404000
https://www.epa.gov/aboutepa/epa-region-1-new-england
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Boston, MA

Telework eligible
Yes—as determined by the agency policy.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-Time

Service
Competitive

Promotion potential
11

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

Announcement number
RTP-R1-DE-2019-0006

Control number
534404000

T H I S  J O B  I S  O P E N  T O

The public
U.S. Citizens, Nationals or those who owe allegiance to the U.S.

 Help

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/public/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
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Clarification from the agency
U.S. Citizens

Duties
At the entry level of this position you will:

- Assist the regional sta� attorneys in preparation for administrative, civil litigation, and criminal
prosecution; 

- Responsible for providing investigative or technical support in civil matters for potential cases,
Freedom of Information Act (FOIA) responses, and eDiscovery;

- Assist with all administrative processes and electronic systems.

When entering a Federal job at a grade level lower than the highest promotion potential level,
you may be promoted to more complex duties and work more independently, as your career
progresses.

 Help

Requirements
Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must submit a resume and required documents (see How to Apply section).

• You must be a U.S. citizen.

• You may be required to travel 1 to 5 days per month.

This position is designated as Low Risk and requires a background investigation. Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation.

If you are selected, you must complete a one year probationary period.

Qualifications

You do not need a degree to qualify for this position. 

 Help

https://www.usajobs.gov/Help/how-to/job-announcement/duties/
https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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We are looking for at least one year of specialized experience related to this position as
described below: 

To qualify for the GS-09 level, you need to have at least one year of full-time experience
equivalent to the GS-07 level defined as assisting attorneys by preparing civil or administrative
litigation; - OR master's or equivalent graduate degree; or 2 full years of progressively higher
level graduate education leading to such a degree; or LL.B. or J.D., if related; degree in an
academic discipline related to this position. 

Your answers to the on-line assessment will be used to evaluate your competencies in the
following areas: 1) Skill in legal research and analysis; 2) Skill in written communication; 3)
Knowledge of litigation procedures, including eDiscovery processes; 4) Ability to manage
collection and reviews of records for litigation and FOIA responses; 5) Ability to work as part of a
team; 6) Skill in using electronic databases such as Relativity, litigation hold so�ware,
databases, and/or spreadsheets; and 7) Skill in providing customer service in a demanding
environment. 

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional; philanthropic; religious; spiritual; community, student, social). Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment. You will receive credit for all qualifying
experience, including volunteer experience.

Additional information

Read more

Benefits

Earth Day is every day at EPA!  At EPA, you can protect human health and the environment of all
Americans, and you’ll discover that EPA is one great place to work!  We o�er great benefits and
work flexibilities, and our diverse workforce connects to more than just a career--we share a

l h l h h

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.
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We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position.  You are being evaluated under the category rating method which
means, if you are determined to be qualified, you will be placed into the ‘Best Qualified’, ‘Well
Qualified’, or ‘Qualified’ category. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements.  If you are referred for consideration, you may be subject to
additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to
as Knowledges, Skills, and Abilities (KSAs).  However, your resume should clearly show
possession of these competencies.

To preview questions please click here.

Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to be submitted online: 

--Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and

 Help

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=64298
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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specific.  We may not make assumptions regarding your experience. 
--Responses to the online assessment questionnaire (you must complete this online - it is not a
document you need to upload). 
--College transcripts - if qualifying for this position based on education or a combination of
experience and education, you are required to submit either uno�icial transcripts or a list of
courses that includes school(s) attended, school address, course title, grades earned,
completion dates, department, and quarter or semester hours earned. 
--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of
service), VA letter stating overall/combined disability rating (percentage), and SF-15, if
applicable; active duty service members:  submit certification from the armed forces
documenting active duty dates, expected discharge/release date, campaign medals/badges,
and character of service (a certification is any written document from the armed forces that
certifies you are expected to be discharged/released from active duty service in the armed forces
under honorable conditions within 120 days a�er you submit the certification). 
--Displaced Federal employees under ICTAP/CTAP:  copy of your most recent performance
appraisal, proof of eligibility, and your most current SF-50 noting position, grade level, tenure,
and duty station. 

Additional information can be found on our website:  EPA Announcement Policies and
Procedures.

If you are relying on your education to meet qualification requirements:

Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
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Next steps

prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

Agency contact information

 Keith Hisle

Phone

800-433-9633

Fax

919-541-2186

Email

hisle.keith@epa.gov

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources Management Division  
109 T.W. Alexander Drive, MD C639-02  
Research Triangle Pk, North Carolina 27711 
United States

Learn more about this agency

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
tel:800-433-9633
mailto:hisle.keith@epa.gov
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This job announcement has closed

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

Reviewing applications

Open & closing dates
 05/22/2019 to 06/05/2019

Salary
$57,043 - $74,152 per year

Pay scale & grade
GS 09

 Help

https://www.usajobs.gov/GetJob/PrintPreview/534404000
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Location
1 vacancy in the following location:

Boston, MA

Telework eligible
Yes—as determined by the agency policy.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-Time

Service
Competitive

Promotion potential
11

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

Announcement number
RTP-R1-DE-2019-0006

Control number
534404000

javascript:void(0);
https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
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USAJOBS is a United States O�ice of Personnel Management website.
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https://www.usajobs.gov/Help/Get-Started/
https://www.usajobs.gov/Help/how-to/
https://www.usajobs.gov/Help/working-in-government


11/29/21, 11:54 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/534404000 11/11

FOIA

Inspector General

No Fear Act Data

Privacy Policy

USA.gov

https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
http://www.usa.gov/
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is in Region 1, O�ice of Regional Counsel, Legal Enforcement Branch, Regulatory
Legal Enforcement Section.

If selected, you must work at the location stated in this announcement.

About Region 1: Region 1

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 10/12/2021 to 10/18/2021

Salary
$59,498 - $77,346 per year

Pay scale & grade
GS 09

Location
1 vacancy in the following location:

Boston, MA

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/617028500
https://www.epa.gov/aboutepa/epa-region-1-new-england
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Telework eligible
Yes—as determined by the agency policy.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
11

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

Announcement number
RTP-R1-DE-2021-0014

Control number
617028500

T H I S  J O B  I S  O P E N  T O

The public
U.S. Citizens, Nationals or those who owe allegiance to the U.S.

 Help

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/public/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
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Duties
At the entry level of this position, you will:

- Assist Regional sta� attorneys and support sta� in regulatory and Superfund enforcement in
preparation for administrative and civil litigation by dra�ing correspondence and litigation
reports, preparation of discovery documents, and maintaining administrative records,
pleadings, a�idavits, motions to dismiss, motions for summary judgment, and other
documents;

- Assist in the preparation of administrative actions in regulatory and Superfund enforcement
and provide investigative or technical support in civil matters;

- Prepare for, attend, and/or participate in conferences, depositions, settlement negotiations,
pretrial conferences, and public meetings with internal and external stakeholders;

- Assist with administrative processes and electronic systems, including data entry of cases into
case tracking system, performance of EJ SCREEN, assisting with updates to database for
tracking compliance and financial assurances, and accounts receivable monitoring.

When entering a Federal job at a grade level lower than the highest promotion potential level,
you may be promoted to more complex duties and work more independently, as your career
progresses.  NOTE:  Career ladder promotions are not automatic, and all eligibility and
qualifications requirements must be met in order to progress to the next grade level.

One or more positions may be filled.

 Help

Requirements
Conditions of Employment
• If you are selected, a pre-employment background check is required.

• You must submit a resume and required documents--see How to Apply section.

• You may be required to travel less than 25% of each month.

• You must be a U.S. citizen.

This position is designated as Low Risk and requires a background investigation. Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation. All conditions of the pre-

 Help

https://www.usajobs.gov/Help/how-to/job-announcement/duties/
https://www.usajobs.gov/Help/how-to/job-announcement/requirements
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employment security process must be met before an o�icial letter of employment can be issued
with a report for duty date.

If you are selected, you may be required to complete a one-year probationary period.

Qualifications

We are looking for at least one year of specialized experience related to this position as
described below:

To qualify for the GS-09 level, you need to have at least one year of full-time experience
equivalent to the GS-07 level defined as dra�ing correspondence and legal documents; and
conducting legal research. 
- OR master's or equivalent graduate degree; or 2 full years of progressively higher level graduate
education leading to such a degree; or LL.B. or J.D., if related; degree in an academic discipline
related to this position 
- OR an equivalent combination of education and experience.

Your answers to the online assessment will be used to evaluate your competencies in the
following areas: 1) Skill in written communication; 2) Ability to select, summarize, compare,
interpret, and compile data, information, and case law from a variety of sources; 3) Ability to
apply knowledge of environmental statutes and policies, regulations, objections, and guidance;
4) Ability to use Westlaw, Relativity, Adobe Pro, and other computer-assisted legal research
tools; 5) Ability to apply knowledge of civil provisions of environmental protection statutes; 6)
Skill in oral communication; 7) Knowledge of general business principles and techniques,
including information technology tools.

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional, philanthropic, religious, spiritual, community, student, social). Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment. You will receive credit for all qualifying
experience, including volunteer experience.

If you have part-time work experience, read this: EPA Announcement Policies and Procedures.

Education

This job does not have an education qualification requirement.

Additional information

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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Read more

Benefits

Except in special circumstances, those new to the federal government will be hired at the
starting salary (step 1) of the applicable grade range listed above.

EPA participates in E-Verify. E-Verify is an Internet based system operated by the Department of
l d ( ) h h h l d ( ) h

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements. Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section. If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment. Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position. You are being evaluated under the category rating method which
means, if you are determined to be qualified, you will be placed into the ‘Best Qualified’, ‘Well
Qualified’, or ‘Qualified’ category. NOTE:  Preference eligible veterans must be selected, or
decline further consideration, before applicants who are ineligible for veterans’ preference can
be selected (to learn more, visit Veterans' Preference).

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire. If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job. We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements. If you are referred for consideration, you may be subject to
additional assessments.

NOTE: We do not require a separate statement responding to the competencies, also referred to
as Knowledges, Skills, and Abilities (KSAs). However, your resume should clearly show
possession of these competencies.

To preview questions please click here.

https://www.fedshirevets.gov/job-seekers/veterans/veterans-preference
https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=69024
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Benefits

Required Documents

How to Apply

Fair and Transparent

Required Documents
Documents to be submitted online:

NOTE:  You should ensure your social security number, date of birth, and any other personal
information are redacted.

--Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and
specific.  We may not make assumptions regarding your experience.  
--Responses to the online assessment questionnaire (you must complete this online - it is not a
document you need to upload). 
--College transcripts - if qualifying for this position based on education or a combination of
experience and education, you are required to submit either uno�icial transcripts or a list of
courses that includes school(s) attended, school address, course title, grades earned,
completion dates, department, and quarter or semester hours earned.  NOTE:  O�icial
educational transcripts are not required at the time of application; however, if you are selected,
you must provide o�icial transcripts before you start work with EPA.  IF EDUCATION WAS
COMPLETED AT A FOREIGN INSTITUTION:  You must submit an equivalency evaluation with your
application as described here:  EPA Announcement Policies and Procedures.
--Veterans' Preference Documents:

Separated veterans claiming 5-point preference:

- DD-214 Member 4 copy (or other copy indicating character of service) or other o�icial
document/statement from the Armed Forces showing separation, discharge, or
release from active duty; document must show separation is under honorable
conditions (Honorable or General Discharge)

Separated veterans claiming 10-point preference based on compensable service-
connected disability of 10% or more:

 Help

http://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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- DD-214 Member 4 copy (or other copy indicating character of service); document
must show separation is under honorable conditions (Honorable or General
Discharge); and

- VA letter stating overall/combined disability rating (percentage); and

- SF-15 (use current version: SF-15 Form) (see page 2 for documents that can be
submitted in lieu of the DD-214 and VA letter)

Other separated veterans claiming 10-point preference OR spouses, widows/widowers, or
mothers claiming 10-point derived preference:

- SF-15 (use current version: SF-15 Form); and

- Other required documentation indicated on the SF-15

Active duty service members:

- Certification from the armed forces documenting active duty dates, expected
discharge/release date, campaign medals/badges, and character of service (a
certification is any written document from the armed forces that certifies you are
expected to be discharged/released from active duty service in the armed forces
under honorable conditions (Honorable or General Discharge) within 120 days a�er
you submit the certification)

--Displaced Federal employees under ICTAP/CTAP:  copy of your most recent performance
appraisal, proof of eligibility, and your most current SF-50 noting position, grade level, tenure,
and duty station.

To learn more about submitting documentation, visit Uploading Documents to USAJOBS.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire. To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes.

https://www.opm.gov/forms/pdf_fill/sf15.pdf
https://www.opm.gov/forms/pdf_fill/sf15.pdf
https://gcc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.usajobs.gov%2FHelp%2Fhow-to%2Faccount%2Fdocuments%2Fupload%2F&data=02%7C01%7CCurtis.Susan%40epa.gov%7Cfa5175f3fbc14ecf768408d81229a461%7C88b378b367484867acf976aacbeca6a7%7C0%7C0%7C637279317351090978&sdata=iAEEjg8rpsabHecHiuQVvwOH2NUEa8%2F3SUiB3y12wuc%3D&reserved=0
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/


11/29/21, 11:48 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/617028500 8/12

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature.

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement. You
must provide complete application materials by the day the announcement closes.

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

REASONABLE ACCOMMODATION

EPA provides reasonable accommodation to applicants with disabilities.  Decisions for granting
reasonable accommodation are made on a case-by-case basis.

• If you require reasonable accommodation for any part of the application process
(submitting the application or completing the application process), contact the Human
Resources O�ice listed below no later than three business days prior to the closing date of
this announcement, and the Human Resources O�ice will work directly with you.

• If you are referred to the hiring o�icial for consideration and need an accommodation
during the selection process (e.g., writing sample or interview), you should notify the
person who contacted you from the hiring o�icial’s o�ice.

• If you are selected and need an accommodation during the hiring process, notify the HR
Specialist who made the job o�er to you.

The National Reasonable Accommodation Coordinators will provide assistance to you, the
Human Resources O�ice, and/or the hiring o�icial as needed.  For more information, see
Reasonable Accommodation.

Agency contact information

 Meredith Pysnik

Phone

919-541-2567

Email

pysnik.meredith@epa.gov

Address

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
https://www.epa.gov/ocr/reasonable-accommodation
tel:919-541-2567
mailto:pysnik.meredith@epa.gov


11/29/21, 11:48 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/617028500 9/12

 Print

This job announcement has closed

Next steps

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources Management Division  
109 T.W. Alexander Drive, MD C639-02  
Research Triangle Pk, North Carolina 27711 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account. You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package. You will be contacted if further
evaluation or interviews are required. Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration. We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education. If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

https://www.usajobs.gov/GetJob/PrintPreview/617028500
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
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Reviewing applications

Open & closing dates
 10/12/2021 to 10/18/2021

Salary
$59,498 - $77,346 per year

Pay scale & grade
GS 09

Location
1 vacancy in the following location:

Boston, MA

Telework eligible
Yes—as determined by the agency policy.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-time

Service
Competitive

Promotion potential
11

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

 Help

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Return to top

USAJOBS is a United States O�ice of Personnel Management website.
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Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance
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FOIA
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No Fear Act Data
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USA.gov
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Paralegal Specialist
Environmental Protection Agency

Sign in  Help  Search

 Print

This job announcement has closed

Summary
This position is in Region 4, O�ice of Regional Counsel, O�ice of General Law, Criminal Law and
Cross-O�ice Support.  

If selected, you must work at the location stated in this announcement.  

About Region 4:  https://www.epa.gov/aboutepa/about-epa-region-4-southeast

Learn more about this agency

 Help

Overview
Reviewing applications

Open & closing dates
 12/16/2020 to 12/23/2020

Salary
$55,738 - $87,667 per year

Pay scale & grade
GS 09 - 11

Location
1 vacancy in the following location:

Atlanta, GA

 Help

https://www.usajobs.gov/
javascript:void(0);
https://www.usajobs.gov/Help/
https://www.usajobs.gov/
https://www.usajobs.gov/GetJob/PrintPreview/587393100
https://www.epa.gov/aboutepa/about-epa-region-4-southeast
https://www.usajobs.gov/Help/how-to/job-announcement/locations
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Telework eligible
Yes—as determined by the agency policy.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-Time

Service
Competitive

Promotion potential
11

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

Drug test
No

Announcement number
RTP-R4-DE-2021-0004

Control number
587393100

T H I S  J O B  I S  O P E N  T O

The public
U.S. Citizens, Nationals or those who owe allegiance to the U.S.

 Help

https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/public/
https://www.usajobs.gov/Help/how-to/job-announcement/this-job-is-open-to/
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Duties
You will:

Assist in the development, preparation, enforcement, defense, and settlement of cases
brought under EPA's regulatory programs;

As Regional Hearing Clerk, evaluate and/or prepare procedural and formatting
requirements, notice of hearings, motions issued by Regional Judicial O�icer, designation
memorandums, and responses to requests for adjudicatory hearings;

Develop and update O�ice of Regional Counsel 's (ORC) internal and external web sites;

Serve as Regional Ethics Liaison, providing administrative support to ORC’s Ethics Team.

When entering a Federal job at a grade level lower than the highest promotion potential level,
you may be promoted to more complex duties and work more independently as your career
progresses.

 Help

Requirements
Conditions of Employment
• You must be a U.S. citizen.

• If you are selected, a pre-employment background check is required.

• You must submit a resume and required documents--see How to Apply section.

This position is designated as Moderate Risk and requires a background investigation.  Unless an
appropriate background investigation is already on record with the O�ice of Personnel
Management, you must undergo a background investigation.  All conditions of the pre-
employment security process must be met before an o�icial letter of employment can be issued
with a report for duty date.

If you are selected, you may be required to complete a one-year probationary period.

Qualifications

We are looking for at least one year of specialized experience related to this position as
described below: 

To qualify for the GS-09 level, you need to have at least one year of full-time experience

 Help

https://www.usajobs.gov/Help/how-to/job-announcement/duties/
https://www.usajobs.gov/Help/how-to/job-announcement/requirements


11/29/21, 11:50 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/587393100 4/11

equivalent to the GS-07 level defined as assisting in dra�ing briefs or other legal documents or
submissions; 
- OR master's or equivalent graduate degree; or 2 full years of progressively higher level graduate
education leading to such a degree; or LL.B. or J.D., if related; degree in an academic discipline
related to this position 
- OR an equivalent combination of education and experience. 

To qualify for the GS-11 level, you need to have at least one year of full-time experience
equivalent to the GS-09 level defined as dra�ing briefs or other legal documents or submissions;
maintaining electronic files and/or databases; 
- OR Ph.D. or equivalent doctoral degree; or 3 full years of progressively higher level graduate
education leading to such a degree; or LL.M., in an academic discipline related to this position 
- OR an equivalent combination of education and experience. 

Your answers to the online assessment will be used to evaluate your competencies in the
following areas:  1) Knowledge of legal procedural requirements of environmental laws and
regulations, such as the Clean Air Act and Clean Water Act; 2) Knowledge of Freedom of
Information Act requirements and procedures; 3) Ability to prepare administrative and civil
ligation documents; 4) Skill in oral communication; 5) Skill in written communication; 6) Skill in
web design; 7) Ability to develop o�ice internet and intranet policies; 8) Ability to assess data.

Experience refers to paid and unpaid experience, including volunteer work done through
National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g.,
professional, philanthropic, religious, spiritual, community, student, social).  Volunteer work
helps build critical competencies, knowledge, and skills and can provide valuable training and
experience that translates directly to paid employment.  You will receive credit for all qualifying
experience, including volunteer experience.

If you have part-time work experience, read this:  EPA Announcement Policies and Procedures.

Education

You do not need a degree to qualify for this position.

Additional information

Except in special circumstances, those new to the federal government will be hired at the
starting salary (step 1) of the applicable grade range listed above.

https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
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Read more

Benefits

How You Will Be Evaluated
You will be evaluated for this job based on how well you meet the qualifications above.

We will review your resume and required documents to ensure you meet the basic qualification
requirements.  Your resume must address the knowledge, skills, and abilities listed in the
Qualifications section.  If you meet basic qualification requirements, your application will be
further evaluated based on your answers to the online assessment.  Your responses to the online
assessment will be used to measure the degree to which your background matches the
requirements for the position.  You are being evaluated under the category rating method which
means, if you are determined to be qualified, you will be placed into the ‘Best Qualified’, ‘Well
Qualified’, or ‘Qualified’ category. 

We will compare your resume and supporting documentation to your responses on the
assessment questionnaire.  If you rate yourself higher than is supported by your application
materials, your responses may be adjusted and/or you may be excluded from consideration for
this job.  We will evaluate your qualifications and eligibility and notify you if you meet minimum
qualification requirements.  If you are referred for consideration, you may be subject to
additional assessments. 

NOTE:  We do not require a separate statement responding to the competencies, also referred to
as Knowledges, Skills, and Abilities (KSAs).  However, your resume should clearly show
possession of these competencies.

To preview questions please click here.

Benefits

Required Documents

How to Apply

https://jobs.monstergovt.com/epa/vacancy/previewVacancyQuestions.hms?orgId=1&jnum=67557
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Fair and Transparent

Required Documents
Documents to be submitted online: 

NOTE:  You should ensure your social security number, date of birth, and any other personal
information are redacted. 

--Resume clearly stating your experience related to this position as described in the Duties
section and Qualifications section.  In describing your experience, you need to be clear and
specific.  We may not make assumptions regarding your experience.  
--Responses to the online assessment questionnaire (you must complete this online - it is not a
document you need to upload). 
--College transcripts - if qualifying for this position based on education or a combination of
experience and education, you are required to submit either uno�icial transcripts or a list of
courses that includes school(s) attended, school address, course title, grades earned,
completion dates, department, and quarter or semester hours earned.  NOTE:  O�icial
educational transcripts are not required at the time of application; however, if you are selected,
you must provide o�icial transcripts before you start work with EPA. 
--Veterans' Preference Documents - DD-214 Member 4 copy (or other copy indicating character of
service), VA letter stating overall/combined disability rating (percentage), and SF-15 (use current
version:  SF-15 Form), if applicable (see page 2 of the SF-15 for documents that can be submitted
in lieu of the DD-214 and VA letter); active duty service members:  submit certification from the
armed forces documenting active duty dates, expected discharge/release date, campaign
medals/badges, and character of service (a certification is any written document from the armed
forces that certifies you are expected to be discharged/released from active duty service in the
armed forces under honorable conditions within 120 days a�er you submit the certification). 
--Displaced Federal employees under ICTAP/CTAP:  copy of your most recent performance
appraisal, proof of eligibility, and your most current SF-50 noting position, grade level, tenure,
and duty station. 

To learn more about submitting documentation, visit Uploading Documents to USAJOBS.

If you are relying on your education to meet qualification requirements:

 Help

https://www.opm.gov/forms/pdf_fill/sf15.pdf
https://www.usajobs.gov/Help/how-to/account/documents/upload
https://www.usajobs.gov/Help/how-to/job-announcement/required-documents/
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Education must be accredited by an accrediting institution recognized by the U.S.
Department of Education in order for it to be credited towards qualifications. Therefore,
provide only the attendance and/or degrees from schools accredited by accrediting
institutions recognized by the U.S. Department of Education.

Failure to provide all of the required information as stated in this vacancy announcement
may result in an ineligible rating or may a�ect the overall rating.

How to Apply  Help

You are strongly encouraged to read the entire announcement before you submit your
application for this position.  

To begin the application process, click the Apply button to the right on this screen, follow the
prompts to log-in/register, submit all required documents, and complete the assessment
questionnaire.  To be considered, you must submit a complete application package by 11:59 PM
Eastern Time on the day the announcement closes. 

All required supporting documents will be collected electronically via the USAJOBS document
portfolio feature. 

If you cannot apply online, you must contact the Human Resources O�ice listed below for
assistance no later than three business days prior to the closing date of this announcement.  You
must provide complete application materials by the day the announcement closes. 

For detailed instructions to assist you in ensuring your application package is received, go to EPA
Announcement Policies and Procedures.

Agency contact information

 Amanda Jackson

Phone

919-541-2017

Email

jackson.amanda@epa.gov

http://www.ed.gov/admins/finaid/accred/
https://www.usajobs.gov/Help/how-to/job-announcement/how-to-apply/
https://www.epa.gov/careers/epa-job-vacancy-announcements-policies-and-procedures/
tel:919-541-2017
mailto:jackson.amanda@epa.gov


11/29/21, 11:50 AM USAJOBS - Job Announcement

https://www.usajobs.gov/GetJob/ViewDetails/587393100 8/11

This job announcement has closed

Next steps

Address

Environmental Protection Agency 
US Environmental Protection Agency 
Human Resources Management Division  
109 T.W. Alexander Drive, MD C639-02  
Research Triangle Pk, North Carolina 27711 
United States

Learn more about this agency

You can track the progress of your application package via your USAJOBS account.  You will
receive an acknowledgement from USAJOBS that your submission was successful once we have
received your online occupational questionnaire, resume, and any supporting documentation.
 You will be notified of the status of your application via your USAJOBS account a�er we conduct
a qualification review of your complete application package.  You will be contacted if further
evaluation or interviews are required.  Any exaggeration of your experience, false statements, or
attempt to conceal information may disqualify you for employment consideration.  We may
verify all information you provide in your resume and questionnaire responses through
reference and/or background check, and/or verification of your education.  If you are selected,
you will be contacted personally by the human resources o�ice posting this announcement.

Fair & Transparent
The Federal hiring process is setup to be fair and transparent. Please read the following
guidance.

Equal Employment Opportunity (EEO) Policy
Reasonable accommodation policy
Financial suitability
Selective Service
New employee probationary period
Signature and false statements
Privacy Act
Social security number request

https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/financial-suitability/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/selective-service/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/probationary-period/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/signature-false-statements/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/privacy-act/
https://www.usajobs.gov/Help/working-in-government/fair-and-transparent/social-security-number/
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 Print

Reviewing applications

Open & closing dates
 12/16/2020 to 12/23/2020

Salary
$55,738 - $87,667 per year

Pay scale & grade
GS 09 - 11

Location
1 vacancy in the following location:

Atlanta, GA

Telework eligible
Yes—as determined by the agency policy.

Relocation expenses reimbursed
No

Appointment type
Permanent

Work schedule
Full-Time

Service
Competitive

Promotion potential
11

Job family (Series)
0950 Paralegal Specialist

Supervisory status
No

Security clearance
Not Required

 Help

https://www.usajobs.gov/GetJob/PrintPreview/587393100
https://www.usajobs.gov/Search/Results?j=0950
https://www.usajobs.gov/Help/faq/job-announcement/security-clearances/
https://www.usajobs.gov/Help/how-to/job-announcement/overview/
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Return to top

USAJOBS is a United States O�ice of Personnel Management website.

Drug test
No

Announcement number
RTP-R4-DE-2021-0004

Control number
587393100

 Account
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Profile

Documents

Saved jobs

Saved searches

 Help

Help center

About USAJOBS

FAQs

Get started

How to…

Working in government

javascript:void(0);
https://www.opm.gov/
https://www.usajobs.gov/Applicant/Profile/Dashboard
https://www.usajobs.gov/Applicant/Profile/
https://www.usajobs.gov/Applicant/Document/Resumes
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-job
https://www.usajobs.gov/Applicant/Profile/Dashboard?c=saved-search-active
https://www.usajobs.gov/Help/
https://www.usajobs.gov/Help/About/
https://www.usajobs.gov/Help/faq/
https://www.usajobs.gov/Help/Get-Started/
https://www.usajobs.gov/Help/how-to/
https://www.usajobs.gov/Help/working-in-government
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EEO Policy Statement

Reasonable Accommodation Policy Statement

Veterans Information

Legal and Regulatory Guidance

Terms and Conditions

Budget and Performance

FOIA

Inspector General

No Fear Act Data

Privacy Policy

USA.gov

https://www.facebook.com/USAJOBS
https://www.linkedin.com/company/usajobs
https://twitter.com/USAJOBS
https://www.youtube.com/user/usajobsapp
https://www.usajobs.gov/Help/equal-employment-opportunity/
https://www.usajobs.gov/Help/reasonable-accommodation/
https://www.usajobs.gov/Help/working-in-government/unique-hiring-paths/veterans/preference/
https://www.usajobs.gov/Help/legal-and-regulatory-guidance/
https://www.usajobs.gov/Help/terms-and-conditions/
https://www.opm.gov/about-us/budget-performance/
https://www.opm.gov/information-management/freedom-of-information-act/
https://www.opm.gov/our-inspector-general/
https://www.opm.gov/information-management/no-fear-act/
https://usajobs.gov/help/privacy/
http://www.usa.gov/
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